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FIELD OPERATIONS MANUAL 
 

SECTION I. ADMINISTRATIVE  
   
VDACS-Compliance Process    Procedure I-00  (new 2-2-01) 
Inspector Safety      Procedure I-01  (new 8-99) 
Tampering Investigations     Procedure I-02  (revised 8-25-04) 
Use of Official State Credentials    Procedure I-03  (revised 7-99) 
Refusal to Permit Entry, Inspection, or Sampling  Procedure I-04  (revised 7-99) 
State Pager       Procedure I-05  (revised 11-03-04) 
Daily Calendar, Administrative Forms, Written Reports and 
Other Written Correspondence    Procedure I-06  (revised 10-2-04) 
Use of the Inspection Report    Procedure I-07  (revised 12-13-99) 
Records Necessary for Ownership Changes   Procedure I-08  (revised 8-22-02) 
Digital Camera—Use & Mounting of Photographs  Procedure I-09  (revised 11-30-04) 
Computer Care and Maintenance    Procedure I-10  (new 6-26-98) 
Farmers Markets      Procedure I-11  (revised 6-15-06) 
Dress Code                     Procedure I-12  (new 8-16-01) 
Email use and Etiquette     Procedure I-13  (new 1-19-00) 
Inclement Weather Policy     Procedure I-14  (new 2-2-00) 
Emergency Notifications     Procedure I-15  (new 2-9-00) 
Work Schedule      Procedure I-16  (revised 6-11-03) 
Timesheet Instructions     Procedure I-17  (revised 8-10-01) 
Preparation for Court     Procedure I-18  (new 2-9-01) 
Operation of State Owned Automobile   Procedure I-19  (new 2-9-01) 
Employee Conduct     Procedure I-20  (new 8-16-01) 
Media Contact      Procedure I-21  (new 8-16-01) 
State Phone Line      Procedure I-22  (new 11-3-04) 
VDACS Training Manual     Procedure I-23  (new 3-8-02) 
Bioterrorism/Food Security Incidents   Procedure I-24  (new 3-14-03) 
Work Day Standard     Procedure I-25  (new 6-11-03) 
Hostile Situations      Procedure I-26  (new 6-13-03) 
Travel Expense Reimbursement Voucher   Procedure I-27  (revised 10-29-04) 

 

SECTION II. COMPLAINTS 
 
Consumer Complaint Investigations    Procedure II-01  (revised 11-17-99) 
Service Samples      Procedure II-02  (revised 7-99) 

  
SECTION III. INSPECTIONS &  INVESTIGATIONS 
 
VDACS and FDA Seafood HACCP   Procedure III-01  (revised 8-99) 
In Home Food Manufacturing Operations   Procedure III-02  (revised 3-7-02) 
Seafood Peddlers      Procedure III-03  (revised 7-14-00) 
Swollen Cans      Procedure III-04  (revised 11-17-99) 
Retail Store Inspection Criteria    Procedure III-05  (revised 11-17-99) 
Vacuum Packaging Systems in Retail Establishments  Procedure III-06  (new 7-30-99) 
Retail Apple Inspection     Procedure III-07  (revised 4-5-00) 
Temperatures of Ready to Eat Potentially Hazardous Foods Procedure III-08  (revised 4-5-00) 
Self Serve Potentially Hazardous Foods   Procedure III-09  (revised 7-3-03) 
Sink Requirements in Food Establishments   Procedure III-10  (revised 3-11-02) 
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Acidified Foods (Under  development)   Procedure III-11 
Foods, Including Pies, Acceptable for Unrefrigerated Display Procedure III-12  (revised 1-31-00) 
Compliance Actions for Outdated Infant Formula  Procedure III-13  (revised 7-99) 
Retail Egg Inspection     Procedure III-14  (revised 5-15-02) 
Wild Game Processing      Procedure III-15  (revised 2-28-00) 
Preliminary Inspections of Proposed Water Bottling Sites Procedure III-16  (revised 1-30-01) 
Seizure Notice      Procedure III-17  (new 8-16-01) 
Inspections of Firms Handling Allergenic Ingredients  Procedure III-18  (new 3-7-02) 
Food Labeling Guide     Procedure III-19  (new 3-7-02) 
Nutritional Labeling (NLEA) Guide   Procedure III-20  (new 3-7-02) 
Time as a Public Health Control    Procedure III-21  (revised 5-15-02) 
Inspection of Sprout Processors    Procedure III-22  (new 7-2-03) 
Dietary Supplements     Procedure III-23  (new 7-18-03) 
Nonprofit Organizations Holding One Day Food Sales Procedure III-24  (revised 11-30-04) 
Use of the Blacklight in Identifying Rodent Activity  Procedure III-25  (new 6-2-04) 
Pre-packaged Food Exemption    Procedure III-26  (new 11-2-04) 
Convenience Store Jurisdictional Issues   Procedure III-27  (new 11-18-04) 
Inspection of Community Canneries   Procedure III-28  (new 7-18-05) 

 
 

SECTION IV. SAMPLING 
 
VDACS Sampling Program    Procedure IV-01                 (revised 11-1-04) 
Identification and Preparation of Samples   Procedure IV-02  (revised 11-1-04) 
Water Sampling      Procedure IV-03  (new 3-3-00) 
Sampling Procedures for Rodent and Insect Defiled Foods Procedure IV-04  (revised 11-1-04) 
Sub Sampling      Procedure IV-05  (revised 7-99) 
Adulterated Sample - Follow-up    Procedure IV-06  (revised 7-99) 
Complaint Samples     Procedure IV-07  (revised 11-30-04) 
Sampling Procedure and Guidelines    Procedure IV-08  (revised 4-5-00) 
Documenting the Sealing of a Sample   Procedure IV-09  (revised 7-99) 
Sampling in Support of Regulatory Action   Procedure IV-10  (new 11-1-04) 
Preparation of Sample Collection Reports   Procedure IV-11  (new 11-30-04) 
 
 

 
 
 
The procedures in this manual are provided to insure consistency and guidance through out the 
Commonwealth of Virginia in our  Food Safety Program.   Additional memorandums and notices (emails) may 
be inser ted in the section per taining to the subject until such time the specific procedure is modified or  added. 
 This manual is subject to change and input from field personnel is strongly encouraged. 
 
Edited June 15, 2006 
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FIELD OPERATIONS MANUAL 
Procedure I-00 

NEW 
 

Food Safety Program 
Voluntary Compliance Approach To Food Safety 

 
 

 
LETTER OF WARNING 
 
When significant violations of the Virginia Food Laws are noted on an Inspection Report and the 
firm is not considered to be in 'substantial compliance’  the firm is sent a letter of warning. On 
rare occasions, violations will be serious enough that, to expedite correction of conditions, this 
step may be skipped and a Field Hearing or an Administrative Hearing can be conducted. 
 
A follow-up inspection is conducted within thirty days from the date of the letter. 
 
FIELD HEARING 
 
If significant improvements are not noted on the follow-up inspection, a Field Hearing is 
conducted. The Field Hearing consists of the Field Supervisor and the inspector meeting with 
firm management at their establishment to go over the requirements of the Virginia Food Laws 
and applicable regulations as well as the penalties prescribed in the code that pertain to the 
violations found during the inspections. During the hearing, we request voluntary compliance. 
 
A follow-up inspection is conducted within thirty days from the hearing date. 
 
ADMINISTRATIVE HEARING 
 
If significant improvements are still not seen, an Administrative Hearing is held for the firm.  
The Administrative Hearing consists of the Compliance Officer and Regional Supervisor 
meeting with firm management. During the hearing, the Compliance Officer goes over the 
violative history of the firm, emphasizing the violative conditions observed during the recent 
inspections. The Administrative Hearing is a ‘show cause’  hearing, giving the firm management 
the opportunity to show any improvements made or planned in an attempt to show why the firm 
shouldn't be referred to the Commonwealth's Attorney for prosecution. This opportunity to 
respond to charges is required by section 3.1-392 of the code before any of the prohibited acts 
defined in 3.1-388 of the code are brought to the attention of a Commonwealth's Attorney. If the 
firm management presents a reasonable explanation/plan that should remedy the objectionable 
conditions, the firm is generally given another opportunity to comply with the Virginia Food 
Laws. 
 
A follow-up inspection is conducted within thirty days from the hearing date. 
 
REFERRAL TO COMMONWEALTH'S ATTORNEY 
 
If significant improvements are still not seen on the follow-up inspection, a case folder is 
developed establishing a history of the violations, including copies of inspection reports, sample 
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analysis results, pictures, memos and any other pertinent evidence to support the charges made. 
Proposed charges are also identified. An appointment with the local Commonwealth's Attorney 
is set with the Compliance Officer and inspector attending. The Compliance Officer explains to 
the Commonwealth's Attorney the nature of the visit, the food safety program, the voluntary 
compliance approach, the violative history of the firm and the applicable penalty sections of the 
law. The Commonwealth's Attorney then decides what approach they will take, generally 
bringing criminal charges against the firm managers and/or owners. They identify the charges 
that are supported by the evidence and the Compliance Officer and the inspector proceed to the 
magistrate’s office to attest to the charges. 
 
Injunctions are considered, but only in extreme cases where there is an imminent health hazard 
and there are no other viable alternatives. 
 
The voluntary compliance effort is contingent upon some evidence that serious conditions will 
be corrected and the potential threat to public health removed. In absence of such evidence, 
charges may be brought to the attention of the Commonwealth’s Attorney more quickly. 
Examples of these situations include the lack of response to an Administrative Hearing and the 
denial of entry for the purposes of making an inspection and collecting samples. In the instance 
of denial of entry, one Commonwealth's Attorney has resorted to the issuance of a search 
warrant. 
 
The voluntary compliance effort has been successful with getting firm management to correct 
violative conditions without referral to the Commonwealth's Attorney. Some establishment 
personnel correct conditions after a Letter of Warning, some after a Field Hearing, and some 
after an Administrative Hearing. Prosecution is a last resort when all else fails and it too has its 
effect on non-compliant food establishment managers and owners as most comply after legal 
action is brought against them. Only seldom is additional legal action necessary to achieve 
compliance. 
 
 
Issued new February 2, 2001 
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FIELD OPERATIONS MANUAL 
                                                         

  
 Pr ocedur e I - 01 

 
I NSPECTOR SAFETY 
 
BACKGROUND 
 
The saf et y of  Food Saf et y Speci al i st s ( FSS)  who have 
est abl i shment s per cei ved t o be i n a hi gh cr i me or  unsaf e ar eas 
ar e of  par amount  i mpor t ance t o al l  concer ned.   Al so,  ser i ous 
consi der at i on must  be gi ven t o t he saf et y of  t he FSS conduct i ng a 
home oper at i on i nspect i ons/ v i s i t s.  The est abl i shment  of  t hi s FOM 
i s t o pr ovi de gui dance and r equi r ement s f or  t he FSS who have t he 
af or ement i oned ar eas i n t hei r  t er r i t or i es/ i nvent or y.   Thi s FOM i s 
not  i nt ended t o r epl ace t he use of  common sense and sound 
per sonal  j udgement  nor  i s i t  t o suggest  t hat  t hese f i r ms ar e t o 
be excl uded f r om ser vi ces pr ovi ded by t hi s agency.  
 
POLI CY 
 
The f ol l owi ng basi c pol i cy wi l l  be f ol l owed.   Any quest i ons or  
devi at i ons concer ni ng t hi s i ssue shoul d be i mmedi at el y di r ect ed 
t o your  Regi onal  Manager  or  Fi el d Super vi sor ,  i f  t he manager  i s 
unavai l abl e,  or  t he Cent r al  Of f i ce,  i f  your  Regi onal  or  
Super vi sor ,  i s  unavai l abl e.  
 

A.  Be al er t  and f ul l y awar e of  your  sur r oundi ngs i n t he 
est abl i shment  and t he ar ea out si de t he f i r m.   Thi s al so appl i es 
t o home oper at i on i nspect i ons/ v i s i t s.    Al l  Food Saf et y 
Speci al i st s ar e t o dr ess appr opr i at el y so as not  t o dr aw undue 
at t ent i on t o t hem.  

 
B.  When vi s i t i ng est abl i shment s and i t  i s  per cei ved as bei ng 

unsaf e f or  what ever  r eason,  an i nspect i on wi l l  not  be conduct ed 
at  t hat  t i me.    An I nspect i on Repor t  wi l l  be compl et ed at  a l at er  
t i me i ndi cat i ng t hat  you at t empt ed an i nspect i on/ v i s i t .   The 
I nspect i on Repor t  wi l l  cont ai n t he st at ement  “ Fi r m appear s t o be 
unsaf e at  t hi s t i me.    I nspect i on wi l l  be r eschedul ed. ”  I t  i s  
suggest ed t hat  f i r ms,  whi ch appear  t o be unsaf e,  be r eschedul ed 
f or  t he mor ni ng hour s or  r ai ny days.   Af t er  t wo ( 2)  at t empt ed 
i nspect i ons,  you wi l l  cont act  your  Regi onal  Manager  and r equest  
t hat  an i nspect or  be assi gned t o accompany you on t he i nspect i on.  
 I n t he event  t hat  t he s i t uat i on i s st i l l  unsaf e,  t he mat t er  wi l l  
be r ef er r ed t o your  Regi onal  Manager  f or  di sposi t i on on a case by 
case basi s.   I n or der  t o r educe exposur e t i me i n such f i r ms when 
an i nspect i on/ v i s i t  i s  made,  t he I nspect i on Repor t  and associ at ed 
paper wor k wi l l  be handwr i t t en.   Fi r ms per cei ved t o be i n a unsaf e 
ar eas ar e not  t o be excl uded i n any way f r om t he ser vi ces 
pr ovi ded by t hi s agency.   Ever y r easonabl e ef f or t  wi l l  be made t o 
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pr ovi de ser vi ces t o t hese communi t i es.  
 
C.    At  no t i me wi l l  a FSS car r y any f i r ear m dur i ng an 

i nspect i on/ v i s i t  or  i n t hei r  st at e vehi c l e unl ess  t he i ndi v i dual  
has a per mi t  t o car r y a conceal ed f i r ear m;  has speci f i c  appr oval  
f r om t he Commi ssi oner  of  Agr i cul t ur e or  hi s desi gnat ed 
r epr esent at i ve;  and meet s al l  l egal  r equi r ement s and any t r ai ni ng 
VDACS deems necessar y.  

  
D.    I f  at  any t i me you have concer ns about  saf et y or  

al l egat i ons of  sexual  har assment ,  l eave i mmedi at el y and document  
s i t uat i on.   Cont act  your  Regi onal  Manager  t o det er mi ne t he 
appr opr i at e r esponse.   

 
Issued new August 99  
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 PROCEDURE I-02 
Revised 

 
TAMPERING INVESTIGATIONS 

 
1. Upon receipt of a consumer complaint alleging product tampering, the information will 

be forwarded immediately to the responsible Regional Manager for proper 
disposition.  If it is determined that a “tampering” investigation is warranted, the 
information will be given or telephoned immediately to the Food Safety Program 
Tampering Coordinator so that VDACS efforts can be coordinated with FDA and/or 
local law enforcement authorities. The Tampering Coordinator will work in conjunction 
with the Regional Manager.  The designated Tampering Coordinator is Mr. Jerry 
Williams, Cell phone: 804-840-0291/540-955-9374, State phone: 540-955-9374, 
Office phone:  540-428-0424, Home phone: 540-955-3514, Email: 
Jerry.Williams@vdacs.virginia.gov. 

2. The Food Safety Program, Tampering Coordinator will contact one (or more) of the 
following FDA officials to determine who will perform the investigation when the 
product is manufactured out-of-state.   

a. Kevin Morrow, FDA Consumer Complaint Recall Coordinator, phone (410) 779-
5414, fax (410) 779-5705. 

b. Roberta Wagner, Director, Investigations Branch, phone (410) 779-5430, fax 
(410) 779-5705. 

c. Karen Anthony, Supervisor, Richmond Residence Post, phone (804) 747-0124 
Ext. 102, fax (804) 747-4054. 

 
If the product is manufactured in Virginia, VDACS will handle the investigation. 

 
3.  If VDACS is to handle the investigation, the complaint will be worked within twenty 

four (24) hours. 
 

4.  If some of the product in question remains in the possession of the complainant, the 
Food Safety Specialist (FSS) will visit the complainant and attempt to collect the 
remaining portion as a service sample.  If the complainant does not want to turn the 
product over to us, the inspector should examine it and include very detailed 
information/descriptions in his/her report concerning who, what, when, where, and 
why.  DETAILS ARE OF THE UTMOST IMPORTANCE. 

 
5. The service sample will be sent to DCLS with a copy of the inspector’s completed 

RECORD OF COMPLAINT.  DCLS will be asked to conduct whatever analyses or 
examinations of the service sample that are appropriate. 

 
6. The inspector (in conjunction with his/her Regional Manager, if necessary) will 

determine whether an official sample of the product in question should be collected or 
if a field examination of the product at the retailer, distributor or manufacturer is in 
order.  During this visit, the retailer, distributor or manufacturer will be advised that we 
are investigating a consumer complaint alleging tampering. 
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7.    Samples (both official and service, sent to DCLS as the result of an alleged product 
tampering incident will be clearly marked PRODUCT TAMPERING ALLEGED at 
the top of the sample collection report or at the top of the paperwork accompanying 
the service sample. 

 
8. If, during the course of your investigation, there is reason to believe that a food 

product HAS been tampered with, please advise your Regional Manager and/or the 
Food Safety Program Tampering Coordinator immediately, so that the appropriate 
action can be taken. Remember that if this is a real tampering situation, it is a very 
serious matter and it becomes a law enforcement issue.  Also, the collection of your 
samples, service or official must strictly follow established protocol. 

 
Updated June 2006 
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PROCEDURE I - 03 
For mer l y 024 

 
USE OF OFFI CI AL STATE CREDENTI ALS 
 
The cr edent i al s you have been i ssued consi st  of  a l eat her  case 
mar ked wi t h t he Seal  of  t he Commonweal t h and t he name of  t he 
Depar t ment ,  a pi ct ur e i dent i f i cat i on car d and a badge i dent i f y i ng 
you as a St at e Food I nspect or .   They ar e di st i nct i ve and uni que i n 
t he Depar t ment .  
 
Thei r  use r equi r es a cer t ai n amount  of  r esponsi bi l i t y on your  par t  
so t hat  i t  r ef l ect s i n a posi t i ve manner  on you,  your  of f i ce and 
your  Depar t ment .   Remember ,  you ar e not  a pol i ceman.   Do not  
di spl ay your  cr edent i al s i n an over t  or  aggr essi ve manner .   To do 
so woul d,  i nvar i abl y,  br i ng cr i t i c i sm on al l  of  us.   Your  
cr edent i al s ar e mer el y a di st i nct i ve met hod of  i dent i f i cat i on.  
Di spl ay t hem i n t he same manner  you woul d any ot her  f or m of  
i dent i f i cat i on,  f r i endl y and l ow key.   I t  i s  per mi ssi bl e,  when 
wor ki ng wi t h pol i ce,  f i r e and ot her  emer gency agenci es,  t o r emove 
t he badge f r om t he case and at t ach i t  t o your  cl ot hi ng i f  you need 
t o cr oss f i r e l i nes,  et c. ,  and be r eadi l y i dent i f i abl e t o emer gency 
per sonnel .  Onl y do t hi s i n except i onal  c i r cumst ances.  
 
The l oss of  st at e cr edent i al s must  be r epor t ed t o your  Regi onal  
Manager  or  t he Cent r al  Of f i ce I MMEDI ATELY.   
 
You ar e r esponsi bl e f or  t hese cr edent i al s.   They i dent i f y you as an 
of f i c i al  agent  of  t he st at e.   Do not  al l ow t hem t o get  out  of  your  
possessi on.   I n t he wr ong hands t hey can cause consi der abl e damage 
t o t he i mage we wi sh t o pr oj ect .  
 
Revi sed Jul y 99 
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       PROCEDURE I - 04 
 For mer l y 005 

 
REFUSAL TO PERMI T ENTRY OR I NSPECTI ON 
 
Dur i ng t he cour se of  your  wor k,  an occasi on mi ght  ar i se when 
you ar e r ef used ent r y i nt o a f i r m or  r ef used t he r i ght  t o make 
an i nspect i on.  I n t hat  event  you shoul d expl ai n t hat  you have 
t he r i ght  t o i nspect  t he f i r m pur suant  t o st at e l aw.  I f  t hat  
appr oach f ai l s ,  you shoul d get  a copy of  t he Vi r gi ni a Food 
Laws and r ead sect i on 3. 1- 399 t o t he per son r ef usi ng your  
r equest .  Sect i on 3. 1- 388,  par agr aph ( e)  shoul d t hen be r ead t o 
t he i ndi v i dual ,  f ol l owed by t he penal t y sect i on 3. 1- 390.  I f  
you ar e st i l l  r ef used ent r y af t er  pr oper l y i dent i f y i ng 
your sel f  and af t er  r eadi ng t he above sect i ons of  t he l aw,  you 
shoul d t el ephone t he Food Of f i ce i mmedi at el y.  Thi s pr ocedur e 
al so appl i es t o t he r ef usal  t o per mi t  t he col l ect i on of  a 
sampl e.  
 
 
Revi sed Jul y 99 
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PROCEDURE I-05 
Revised 

 
State pager 
 
In your position as a Food Safety Specialist, the State has provided you with a pager to 
facilitate efficient communication.  In an effort to promote quality customer services in a 
timely manner, the office will provide your pager number to appropriate parties when 
necessary.   
 
The position of Food Safety Specialist requires you to be available when necessary to 
respond to emergency situations.  Therefore, you are to carry your pager on flex days 
and weekends (days and evenings) in order to facilitate a rapid response to any disaster 
and/or emergency situation that may occur.  However, you are not required to stay in 
your territory on those days and it will not be necessary to carry your pager when 
outside your territory, while on annual leave or when at home where you can be 
reached by telephone. 
 
NOTE:  All pages will be answered, regardless of whether the number is known (i.e. a 
number other than the office), according to established timeframes.   
 
PAGER RESPONSE CODES  
 
The following codes and response times should be used when sending and/or receiving a 
page: 
 
01 -  This code is to be used when the person being paged needs to be contacted 

immediately. The response time for this code is immediately if possible and in 
no event should the return call exceed 30 minutes. 

 
No Code  No code is to be used when the person paging needs to speak to the paged 

person but it is not an emergency. The response time for this code is 
immediately if possible and in no event should the return call exceed 2 hours. 

 
Codes are added to the digital phone message by pressing * then the code after entering 
the phone number. If you want the person to know who is paging you can enter * and then 
your FDA number after the code.  When done, press the pound key (#). 
 
Revised November 3, 2004 
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PROCEDURE I-06 
Revised 

 
DAILY CALENDAR, ADMINISTRATIVE FORMS, WRITTEN REPORTS AND OTHER 
WRITTEN CORRESPONDENCE 
 
When submitting your required forms of written correspondence the following guidelines 
should be followed: 
 
1) Daily correspondence such as, but not limited to, Inspection Reports, sample col-

lection reports, complaint forms, and memorandums should be submitted no less 
than two times a week. 

 
2) Expense vouchers should be submitted on a monthly basis, however, when 

overnight travel is involved, expense vouchers should be submitted within 5 
working days after completion of the trip.  Personnel in training status should 
submit their vouchers on a weekly basis. 

 
3) Monthly mileage reports must be submitted promptly on the last work day of 

every month to the Central Office. 
 
4) Timesheets are to be submitted no later than the Monday following the 

completion of the form.   
 
5) Monthly work plans should be submitted at the end of each month but in no event 

later than the end of the following month. 
 
6) Photographs taken in preparation for additional regulatory action must be 

submitted in accordance with FOM I-09. 
 
7) A daily “calendar” or log WILL be maintained in the agency furnished “date 

book”.  In this book you will record your daily activities, e.g. inspections, 
complaints, visits, meetings, etc. 

 
 Any unusual circumstances concerning submission of correspondence should be 

discussed with your Regional Manager. 
 
     
 
 
 
 Revised November 2004 
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PROCEDURE  1-07 Formerly 
029 

 
 

USE OF THE INSPECTION REPORT 
 

  
The i nspect i on r epor t  was desi gned t o be a mul t i - use f or m t o hel p 
st r eaml i ne some of  t he paper wor k t hat  I nspect or s must  compl et e.     
 
Onl y f act ual  st at ement s ar e appr opr i at e f or  t he i nspect i on r epor t .  
 You wi l l  NOT “ edi t or i al i ze”  at  any t i me.   “ The f act s . . .   Not hi ng 
but  t he f act s” .  
 
For  exampl e:  
 
An accumul at i on of  ol d f ood pr oduct  was f ound on t he f l oor  i n t he 
wal k i n cool er .   Onl y pr epacked f ood pr oduct s ar e kept  i n t hi s 
cool er .  
 
Thi s f i r m i s on a pr i vat e wel l  and t he wast e i s di schar ged t o t he 
publ i c sewage syst em.      
 
The f i r m i s per mi t t ed by t he Nor t hampt on Di st r i ct  Heal t h Depar t ment  
under  per mi t  number  12345.  
 
The f unct i ons of  t he i nspect i on r epor t  ar e:  r epor t i ng i nspect i onal  
v i ol at i ons,  r ecor di ng dat a ent r y i nf or mat i on,  document at i on of  
vol unt ar y dest r uct i ons,  r ecor di ng f act ual  i nf or mat i on per t ai ni ng t o 
v i s i t ,  document at i on of  sampl e col l ect i on,  and t he wr i t i ng of  
memos.   I n consi der at i on of  i t s  many uses,  f ol l owi ng ar e 
i nst r uct i ons f or  t he pr oper  compl et i on of  t hi s f or m.  
 
 
WHEN USED TO REPORT I NSPECTI ONAL VI OLATI ONS 
 
Obser vat i ons shoul d  be r epor t ed i n a  nar r at i ve f or mat  and i n t he 
or der  of  r el at i ve i mpor t ance.   However ,  any f ood pr oduct s f ound i n 
v i ol at i on of  t he l aws and r el at ed r egul at i ons t hat  wi l l  r equi r e 
addi t i onal  r egul at or y act i on ( i . e.  dest r uct i on,  sei zur e,  sampl i ng,  
et c. )  wi l l  need t o be i t emi zed on t he i nspect i on r epor t .  THE 
DI SPOSI TI ON OF THESE FOODS ( DESTRUCTI ONS,  REMOVALS FROM SALE,  
REHEATI NG,  CHI LLI NG,  REFRI GERATI ON,  et c. )  ARE NOT TO BE LI STED ON 
THE I NSPECTI ON REPORT.   The i nspect i on r epor t  when used t o r epor t  
i nspect i onal  v i ol at i ons i s t o be used t o document  obj ect i onabl e 
condi t i ons onl y.   The di sposi t i on of  f oods and ot her  comment s wi l l  
be i ncl uded on t he dat a ent r y sect i on of  t he r epor t .  When pr oduct s 
ar e dest r oyed t he number  of  t he obser vat i on shoul d be l i st ed i n t he 
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space pr ovi ded at  t he end of  t he r epor t  next  t o t he phr ase " The 
adul t er at ed f ood i t ems l i s t ed i n obser vat i ons ___ wer e dest r oyed 
wi t h my consent . "  
 
The f ol l owi ng i s an exampl e:  
 
Inspection Report left with  Mr. Nicky Icky,   Owner  by  Mr. F. B Goodguy Inspector # 007 
      

______ Adulterated food items listed in observations #3  were destroyed with my 
consent. 
______ Witnessed the collecting, marking, or sealing of samples 
____________________________________   
 
WHEN USED AS A MEMO FOR VI SI TS 
 
When t hi s f or m i s used as a memo f or  a vi si t ,  f i l l  t he t op par t  of  
t he f or m out  as usual .   I n t he ar ea wher e i t  says “ Dur i ng an 
i nspect i on of ”  wr i t e VI SI T.   Agai n,  onl y f act ual  st at ement s wi l l  be 
made.  
 
I n t he nar r at i ve par t  of  t he f or m wr i t e your  memo,  pur pose f or  t he 
v i s i t  ( i . e.  sampl i ng,  compl ai nt ,  out  of  busi ness,  et c. ) .  
 
Fol l owi ng ar e exampl es:  
 
1.  Dur i ng t oday' s compl ai nt  i nvest i gat i on t he f ol l owi ng pr oduct s 

wer e f ound i nsect  i nf est ed:  
a.  6/ 12 oz.  Her shey' s candy bar s  
b.  15/ 1 l b.  bags of  J i mbo Jumbo' s peanut s 

 
2.  Today' s v i s i t  r eveal ed t hi s f i r m t o be out  of  busi ness.  
 
3.  Dur i ng t oday' s v i s i t  sampl es wer e col l ect ed.  
 

4.   I received a phone call from the fire department notifying me of a fire at this firm 

today.  I found about 200 pounds of various food products damaged due to the fire.  

These products were buried at the county landfill. 

 
5.   I visited this firm today to destroy 200/16 oz. bottles of Sandy's ginger ale that were under seizure.  Laboratory analysis of the 
samples revealed that the products were adulterated with mold. 

 
When f ood pr oduct s have been dest r oyed t he i nspect i on r epor t  needs 
t o be si gned and i ni t i al ed i n t wo pl aces.   The f i r st  s i gnat ur e 
i ndi cat es t hat  t hey have r ecei ved t he or i gi nal  sheet  and t he second 
i ni t i al  i ndi cat es t hat  t he f ood pr oduct s l i st ed wer e dest r oyed wi t h 
t hei r  consent .   I n t he space at  t he bot t om of  t he sheet  wher e you 
l i s t  t he obser vat i on number s f or  t he f ood pr oduct s dest r oyed t ype 
i n t he wor d ABOVE s i nce t her e ar e no number ed obser vat i ons.  
Revi sed December  13,  1999 
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FIELD OPERATIONS MANUAL 
 
 PROCEDURE I - 08 

For mer l y 035 
 

RECORDS NECESSARY FOR OWNERSHI P CHANGES 
 
The i nspect i on f ee l egi s l at i on ef f ect i ve Jul y 1,  2002 has made i t  
necessar y t o al t er  t he way we document  owner shi p changes.   I n or der  
t o ensur e t hat  t he cor r ect  owner  i s bi l l ed t he f ol l owi ng pr ocedur e 
has been devel oped.   Thi s pr ocedur e wi l l  be appl i cabl e r egar dl ess 
of  whet her  t he f i r m name changes.   
 
 
 

1.  An i nspect i on r epor t  wi l l  be f i l l ed out  wi t h t he CFN and 
t he pr evi ous owner ' s i nf or mat i on.   I n t he body of  t he 
i nspect i on r epor t  i ndi cat e t hat  t he f i r m i s out - of -
busi ness due t o an owner shi p change.  

2.  A second i nspect i on r epor t  wi l l  be f i l l ed out  f or  t he new 
owner .   The CFN shoul d be l i s t ed as " New f i r m" .  Pl ease 
r emember  t o al so i ndi cat e t he t ype of  est abl i shment  and 
t he l ocat i on code.  

3.  The CFN on t he new owner  wi l l  be di f f er ent  f r om t he 
pr evi ous owner .  

 
 

 
 
Revi sed August  2002  
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Field Operations Manual 

 

Procedure I-09 

Revised 

 

Digital Camera—Use &  Mounting of Photographs 

 

Use & Photograph Composition 

The camera is an important and useful piece of inspectional equipment available to an 
inspector.  Photographs provide an effective form of evidence collection in documenting 
unsanitary conditions encountered during an inspection.  The camera, used by a competent 
photographer, can tell the complete story of the conditions in an establishment. The quality, 
sequence, and composition of photographs can make or break a case. 

 
It has been said that one picture is worth a thousand words. It can likewise be said that a poor 
picture can be worse than no picture at all. It is imperative that Inspectors become as familiar 
with their camera as possible. Food Safety Specialists should know how to manipulate all the 
controls of their camera and have some feeling for the limitations of their camera, what it can 
and cannot do. Once a Food Safety Specialist learns these things he/she should begin to develop 
an eye for picture composition and sequencing shots. Remember, not only are you depicting 
unsanitary conditions but you are telling a story as well. You want the story to lead the viewer to 
the conclusion that the conditions you have encountered are serious, they violate the law, and 
they can or do contaminate the product(s). You want the conditions you depict to hold the 
viewers attention. For example, suppose you observed grain beetles in the flour dusting hopper 
of a roll machine. A simple picture of the insects would suffice. However, think of how much 
better two shots would be. One photo could show the roll conveyor in relationship to the other 
machines in the bakery with the flour dusting hopper on top of the machine and rolls traveling 
along the conveyor. The second shot would be a close-up showing the insects in the dusting 
flour. The conclusion reached by the average viewer would be that the insects in the dusting 
flour could very easily and most probably do fall onto the rolls. This is only one example of the 
importance of photograph composition and proper sequencing. There are many others. As you 
gain experience in photography you will be able to recognize these opportunities with greater 
ease. The important thing is to remember that each inspection constitutes a photographic story. 
What you need to do is think about the best way to tell that story and proceed from there. 
 
There are a few items in the simple mechanics of taking photographs that need to be mentioned.  
First, we are currently issuing Kodak Digital Cameras.  The camera is further equipped with an 
automatic flash unit and a zoom feature.  These cameras are relatively simple to operate and are 
capable of excellent photographs.  
 
Second, all photographs should be related to the objectionable conditions listed in the inspection 
report. This does not mean that each photo is a different objectionable condition. You may take 
several pictures of the same condition for clarity or emphasis, or you may take an overview 
photo before zooming in for a close-up shot of a condition that was found in the area. What we 
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wish to avoid is having a photo of an objectionable condition and then not being able to find the 
condition on the inspection report. 
 
 
Third, try to have the ID card in each picture. The ID card is a small approximately 3"x 5" card 
with the name and address of the firm, the date, and the Food Safety Specialist’s initials printed 
on it. The purpose of this card is to identify each photo as to location, date, and photographer. 
Identification is useful in court actions when giving testimony about photos. We realize that you 
may not be able to get the ID card into all photos. When you “zoom in”  for a close-up shot, the 
ID card may be too large to include. Don't worry about it.  There are exceptions to everything. If 
the majority of your photos are well-identified you should have no trouble getting those 
exceptions introduced. What you need to remember is that the ID is important and should be 
used wherever possible. Be sure to include your ID card when sending in your photographic 
evidence. When using the ID card, try not to contaminate food contact surfaces with it. In other 
words, don't pick up the card from a dirty floor and set it on the bandsaw; use another ID card if 
necessary. 
 
Finally, to stay familiar with the camera, you should take pictures at least quarterly.  If you do 
not have situations that require photographs during an inspection then take some practice 
pictures of situations that might occur.  If management objects to the taking of photographs, 
explain that photos are an integral part of an inspection and present an accurate picture of firm 
conditions.  Advise management that the Courts have held that photographs may lawfully be 
taken as part of an inspection.  If management still refuses, contact your Regional Manager or 
Field Supervisor for appropriate guidance.   
 
Mounting of Photographs 
The presentation of photographic evidence, either in court or at hearings, generally has a very 
positive effect on getting the job done.  Therefore, the proper mounting of photographs is most 
important. 
 
All photographs should be mounted in the same visual plane.  That is, when you look at the page you 
should be able to tell what each photo represents.  You should not have to turn the page on its side, 
etc. 
 
Each page of photographs should have the name and address of the firm, the date the photos were 
taken and your initials across the top as well as the page number. 
 
Each photograph should have a caption describing what is seen in the photo.  In addition, each 
photograph should be identified as to the objectionable condition in the Inspection Report that it 
depicts. 
 
All photos should be mounted in sequential order according to listing of conditions on the Inspection 
Report. 
 
The identification card used in the photos should be submitted as part of the photographic evidence.   
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Photographs must be submitted within seven (7) calendar days from the inspection.  
 
 
 
 
 
Procedures Transferring Photos from Camera to Computer and Mounting 
 
Inspectors need to be able to manipulate and transfer the pictures from the camera onto a zip disk 
for submission to the office.  Pictures will be printed out at the office for the files and the zip 
disk will be stored at the office for evidence.  The following procedures should be followed in 
preparing pictures for submission:   
 
EQUIPMENT PREPARATION: 

• Take picture(s) with the camera. 
• Connect ZIP 100  drive through USB port to your computer and insert ZIP disk 
• Turn on your computer and have it show “Desktop” . 
• Have a “Shortcut to MyPictures”  icon available on the “Desktop” . (My Computer � My 

Documents � MyPictures � Right click-Hold-&Drag over Desktop � Release � 
Create Shortcut Here) 

• Have a “Shortcut to ZIP drive”  icon available on the “Desktop” .  (Create it the same 
fashion as above.) 

• Connect your camera through USB cable to your computer. PLEASE DO NOT USE 
THE PICTURE CARD ADAPTOR since it will use drive E:\ and it will interfere with 
the drive for the ZIP disc. 

• Make sure that all programs are closed and you see only “Desktop”  on your computer. 
• Set the dial on the back of your camera to “CONNECT” 
• Turn on your camera. 

 
TRANSFERRING PICTURES TO COMPUTER: 

• At “Kodak DC 240 Digital Camera”  screen, select “Microsoft Scanner & Camera 
Wizard” . 

• Click OK. 
• On the Scanner & Camera Wizard screen click “Advanced Users Only”  
• On the “Kodak Digital Camera (#2) screen select “Edit”  on the Toolbar. Click “Select 

All”  
• Place your cursor on the highlighted area, Left click & Hold � Drag over the ZIP Disk 

Icon � Release. 
• After the pictures transferred to ZIP disk, close “ ”Kodak Digital Camera”  screen. THIS 

STEP IS NECESSARY TO PRESERVE THE ORIGINAL PICTURES FROM THE 
CAMERA FOR LEGAL CONSIDERATION. 

• Click “Next”  
• On the “Choose Pictures to Copy”  screen, de-check the pictures you do NOT wish to 

copy by un-checking the green check mark(s) on the upper right corner of each picture. 
Only the checked pictures will be transferred. By default, all pictures are checked. 
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• Click “Next” . 
• On the “Picture name & Destination”  screen, type the desired file name after the line “1.”  
• Click “Next”  and wait until the pictures are transferred. 
• On the “Other Options”  screen, the “Nothing…”box should be highlighted. Click “Next” . 
• Click “Finish” . 
• You should have a widow showing all the pictures transferred. 
• Turn off your camera & disconnect it from your computer. 
• On the toolbar, on the right side of “Folders”  you will find a “View”  button. Click on the 

little black down arrow and select the desired format you wish to view your pictures. 
(Thumbnails are preferred, but Filmstrip will also work). 

 
MANIPULATING THE PICTURES: (Subject to change with a different camera or further 
instructions) 

• Select the picture you would like to modify by double clicking on it. 
• Below the picture on the tool bar, click on the icon just left from the “?” .  
• On the toolbar, select “ Image”  and click “Resize” . 
• Place your cursor over the small black up arrow in the upper right corner of the “Resize”  

screen and click it until 135% displayed in the window. 
• Click OK. (You can also adjust the brightness & contract of the picture by selecting 

“ Image”  � “Balance”  and moving the toggle bars until the desired brightness is 
achieved. Click OK). 

• On the Toolbar, select “File”  � “Save As”  and at the window where the cursor is 
flashing, enter the desired picture name (or just delete characters until you see “001.jpg”  
or similar wording in the window). 

• Click “Save”  
• Close the picture by clicking the red X mark on the upper right corner of the window. 
• You can delete the highlighted picture, so that there will be less pictures to select from, 

and you will know that only the modified pictures are in “My Pictures”  folder. 
• Repeat the steps above until all the original pictures are gone. 

 
MOUNTING THE PICTURES INTO A WORD DOCUMENT: 
 

• You can create this document as follows: 1. Open a blank Word document. 2.  Select File 
� Page Setup � and adjust all four margins to 0” , � click OK for Windows to fix 
margins. 3.  Select Times New Roman # 10, � Select the cursor to “Center” . 4. Save as 
your desired file name). 

• Resize both windows (Picturemount & My Pictures) by clicking “Restore”  on the upper 
right corner, next to the red X mark so that you will see both documents side by side. 
(You will see a double arrow at the edges of the window once the cursor is positioned 
over it. Left click-& Hold-& Move cursor to the direction indicated by the arrows until 
the desired size is achieved). 

• Use the following directions to complete the mounting of photographs into a word 
document. 

1. Preliminary steps for each page: 
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STEP 1 Hit the “Enter”  key twice. 
STEP 2 Type store name & address, date, your initials, & page # on this line 
STEP 3 Hit the “Enter”  key twice. 

 
(Do not worry about this frame. It is just for illustration on how two pictures on one the page will appear.) 
 

• This page should be side by side with the “My Pictures”  folder, where the only thing should be your 
modified, renamed pictures. 

• Select the picture which you want to install from the “My Pictures”  folder. 
• Leftclick-&Hold-& Drag the picture over the “Picturemount page”  to the last line on the page (in this 

case where the 4th “Enter”  is appearing on the top of this page). 
• Release the picture. 
• Delete the picture you just worked with from “My Pictures” . 

 

Hit “Enter”  twice 
Type violation for observation # on this line. 

Hit “Enter”  twice 

 
• Select the picture which you want to install in “My Pictures”  folder. 
• Leftclick-&Hold-& Drag the picture to the last line on the page. 
• Release the picture. 
• Delete the picture you just worked with. (It will be less confusing in determining which picture to 

insert next. By the time you finish with all the pictures, there should only be the modified “Word 
documents”  in “My Pictures” . 

• Once you typed the violation, select “Save As”  and save the page with the “Store name 01”  or similar 
wording. Preferably, save the page directly to “My Pictures” . 

• Highlight the page with the exception of the heading. 
• Delete the highlighted section, and change the page number. 
• Follow steps again from the top of the page. 
• Select “Save As”  and change the page # (Store name 02 or similar). Repeat this until all the desired 

pictures are mounted. 
• Close “Picturemount”  & “My Pictures”  
• Re-open My Pictures”  (you should only have the modified pages here.) 
• Select “Edit”  and click “Select All”  
• Place your cursor over the highlighted area, Leftclick-&Hold- & Drag the selection over the ZIP 100 

icon on your Desktop. 
• Release the pictures. Once the ZIP drive finished with the transfer, remove the ZIP disk & submit it to 

your regional office for printing. 
• FOR MOUNTING THE ID CARD: Keep hitting “Enter”  until you come to “Page 1  Sec  1         1/1     

 At 7.4”   (Just above the “Start”  square on the bottom of your screen.) 
• Type “ Identification Card” . 
• Print the last page and staple the ID card on it. 
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Hit “Enter”  twice 
Type violation & observation # on this line. 

 
 
 

Revised November 22, 2004 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 10 
For mer l y 037 

 
COMPUTER CARE AND MAINTENANCE PROCEDURES 
 
Backgr ound 
 
Our  comput er s and pr i nt er s ar e a ver y i mpor t ant  r esour ce.  Thei r  
i mpor t ance wi l l  i ncr ease as we devel op and i mpr ove t he pr ogr am.  I n 
addi t i on t o s i mpl y compi l i ng r epor t s,  t he syst em i s an ext r emel y 
i mpor t ant  communi cat i on and i nf or mat i on gat her i ng t ool .  I t  i s  of  
t he ut most  i mpor t ance t hat  each per son f ul l y under st and t hat  t hey 
ar e r esponsi bl e f or  t he pr oper  car e and mai nt enance of  t hei r  
assi gned equi pment .  
 
Ref er ence Mat er i al  
 
Al l  comput er  oper at or s ar e r equi r ed t o r evi ew t he Vi r gi ni a 
Depar t ment  of  Agr i cul t ur e and Consumer  Ser vi ces Pol i cy and 
Pr ocedur e Manual  Number  10. 1,  Subj ect :  Et hi cal  use of  Agency 
Comput i ng Resour ces and Number  10. 2,  Subj ect :  Net wor k Ser vi ces.  
These pol i c i es pr ovi de i nf or mat i on and gui dance t o VDACS empl oyees 
who use comput er .  Al so,  each comput er  and pr i nt er ,  came wi t h 
manual s.  These manual s pr ovi de t he novi ce and accompl i shed comput er  
user  t he BASI C i nf or mat i on t hey need.  Al t hough t he i nf or mat i on i s 
basi c,  al l  f i el d comput er  user s ar e r equi r ed t o have r evi ewed t he 
manual s and t hey must  be kept  r eadi l y avai l abl e as r ef er ence 
mat er i al .  
 
Car e of  t he Har dwar e 
 
Fi r st  and f or emost ,  r ead your  manual s and f ol l ow t hei r  
i nst r uct i ons.  Of t en t i mes t hey wi l l  pr ovi de si mpl e sol ut i on t o 
r out i ne pr obl ems and how t o oper at e t he equi pment  ef f i c i ent l y and 
saf el y.  Take car e of  t he equi pment  l i ke i t  was your  per sonal  
pr oper t y.   
 
Al ways consi der  t he envi r onment al  f act or  you ar e f aced wi t h i n you 
t er r i t or y.  Do not ,  under  any ci r cumst ances,  l eave t he comput er  or  
pr i nt er  i n your  car  over ni ght .  Dur i ng t he day,  t ake st eps t o 
pr ot ect  t he comput er  and pr i nt er  f r om t emper at ur e ext r emes.  Si mpl e 
st eps l i ke keepi ng t he equi pment  cover ed wi t h a l i ght  col or ed t owel  
t o r ef l ect  t he heat  i n t he car  wi l l  pr ovi de a si gni f i cant  degr ee of  
pr ot ect i on f or  your  comput er .  Tr y t o par k i n t he shade t o r educe 
heat  accumul at i on i n t he summer  or  i n t he sun i n t he wi nt er .  I n t he 
event  you ar e r equi r ed t o be i nvol ved i n a l engt hy v i s i t  at  an 
est abl i shment  ( an al l  day i nspect i on f or  exampl e) .  i t  may be 
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necessar y t o br i ng your  comput er  i n f r om t he car  t o avoi d damage 
f r om ext r emes of  heat  and col d.  Of  cour se,  when t hi s i s done,  you 
must  i nsur e t hat  you l eave t he comput er  i n a secur e ar ea of  t he 
f i r m.  Make sur e your  equi pment  i s on a st abl e sur f ace t o pr event  
acci dent al  f al l s ;  do not  expose t he equi pment  t o magnet s;  do not  
al l ow t he equi pment  t o get  wet  ( dr i nki ng bever ages over  t he 
equi pment  i s not  a good i dea) .  Anot her  i mpor t ant  consi der at i on i s 
secur i t y.  Do not  i nvi t e t hef t  or  assaul t .  Common sense goes a l ong 
way i n t hi s ar ea.  Ther e ar e s i t uat i ons t hat  wher e usi ng t he 
comput er  woul d not  be a good choi ce and handwr i t i ng t he I nspect i on 
Repor t  t o expedi t e t he v i s i t  i s  a wi se choi ce.  Consul t  wi t h your  
r egi onal  manager  f or  gui dance i n pr ovi di ng ser vi ces i n danger ous 
l ocat i ons.  
 
Har dwar e Ser vi ce and Suppor t  
 
Ther e i s a br oad spect r um of  comput er  exper t i se among t he f i el d 
Food Saf et y Speci al i st s.  Si t uat i ons wi l l  ar i se wher e i n house or  
ext er nal  assi st ance wi l l  be needed t o sol ve a par t i cul ar  pr obl em.  
The VDACS I nf or mat i on Syst ems of f i ce wi l l  assi st  f i el d per sonnel  
di r ect l y wi t h t he car e and mai nt enance of  t hei r  comput er s and wi l l  
coor di nat e r epai r s and out si de ser vi ces when necessar y.  
 
Al l  r equest s f or  assi st ance wi t h your  comput er  wi l l  be di r ect ed t o 
t he I nf or mat i on Syst ems of f i ce.  Addi t i onal l y,  you ar e expect ed t o 
keep your  r egi onal  manager  i nf or med t hat  you ar e havi ng di f f i cul t y 
and have cont act ed t he I nf or mat i on Syst ems of f i ce.   I nf or mat i on 
Syst ems wi l l  det er mi ne i f  t he pr obl em i s har dwar e or  sof t war e 
r el at ed.  Ever y at t empt  wi l l  be made t o cor r ect  t he s i t uat i on over  
t he phone or  vi a emai l .  But ,  i f  assi st ance f r om out si de our  of f i ce 
i s needed,  you wi l l  be pr ovi ded t he necessar y i nst r uct i on ( r epai r  
shop,  VDACS I nf or mat i on Syst ems,  manuf act ur er ) .   I nf or mat i on 
Syst ems has been asked t o keep t he r egi onal  manager  i nf or med vi a 
phone or  emai l  of  what  i s bei ng done t o cor r ect  t he s i t uat i on.  
I ndi v i dual  f i el d per sonnel  WI LL not  at t empt  t o pr ocur e comput er  
suppor t  ser vi ces out si de our  of f i ce.   Such act i on coul d r esul t  i n 
di sci pl i nar y act i on.   
 
 
 
COMPUTER TECHNI CAL SUPPORT.  
 
I n t he event  you need comput er  har dwar e and Mi cr osof t  pr ogr am 
t echni cal  suppor t ,  such as i nt er net  connect i ons and Mi cr osof t  Wor d,  
you shoul d cont act  t he VDACS I nf or mat i on Syst ems ( I S)  of f i ce 
di r ect l y.   When you cont act  I S you must  be abl e t o descr i be t he 
pr obl em accur at el y,  i ncl udi ng what  you wer e doi ng when t he pr obl em 
occur r ed,  any er r or  messages r ecei ved,  et c.   You must  al so be abl e 
t o t el l  I S when and wher e t hey can cont act  you vi a phone,  i f  
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necessar y.  
 
POI NTS OF CONTACTS  
 
I nf or mat i on Syst ems 
 
Jeff  Hansen 
Information Systems 
Virginia Department of Agriculture & Consumer Services 
1100 Bank St. - Suite 301 
Richmond, VA 23219 
 
Help Desk - (804) 786-4711 
Fax - (804) 786-2110 
Voice mail - (804) 786-1345 
 
E-mail  addresses 

helpdesk@vdacs.state.va.us 
jhansen@vdacs.state.va.us 
 

At t achment s:  ( 2)  
06/ 26/ 98 
 
( 1)  Vi r gi ni a Depar t ment  of  Agr i cul t ur e and Consumer  Ser vi ces Pol i cy 
and Pr ocedur e Manual  Number  10. 1,  Subj ect :  Et hi cal  use of  Agency 
( 2)  Comput i ng Resour ces end Number  10. 2,  Subj ect :  Net wor k Ser vi ces.  
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FIELD OPERATIONS MANUAL   
 
                                                                                     

Procedure I-11                  
 
FARMERS MARKETS 
 
The following administrative procedures will be used when conducting and reporting 
inspections of farmers markets.  In all situations, the Food Safety Specialist should 
encourage the market vendor to carry documentation of their home inspection with them 
to the various farmers markets they attend.  This will help Inspectors identify who is and 
who is not under inspection should the vendor travel out of their “home” area to sell their 
products. Farmer’s Markets should be inspected one to two times annually unless 
otherwise instructed. The overall market and each food service vendor will be charged 
an annual inspection fee.    
 
THE MARKET  
 

A. The overall market will be assigned a CFN. 
 
B. An Inspection Report will be issued to the manager covering the overall 

condition of the market.  If there is not an on-site manager, determine who 
the responsible person is and present or mail a copy of the report to that 
person. 

 
C. The inspection report should include the following information: 

 
1. The name of the market manager or most responsible person. 
 
2. The phone number and address of the Farmers Market and the     
    mailing address and phone number for the person in charge (if  
    different from the market). 
 
3. The date the market first opens for the season. 
 
4. The date the market closes for the season. 
 
5. Hours of operation (i.e. 8-5 weekdays, weekends, etc.) 
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 FOOD SALES BOOTHS (ALL BOOTHS EXCEPT FOOD SERVICE 
VENDORS) 
 

A. Only the actual Farmers Market will be assigned a CFN. Each individual 
food booth will no longer be assigned a CFN unless the inspection for the 
booth receives an OAI classification.  

 
B. You will need to inspect each food booth during your inspection of the 

market. 
 
C. Any objectionable conditions found at a vendor’s booth will be listed on the 

actual farmer’s market inspection report beneath the name of the vendor for 
all NAI and VAI inspections. Please note that you will only discuss your 
inspectional findings with these vendors. No report will be issued to these 
establishments.  

 
D. Food Sales Booths receiving an OAI/30 day classification will need to be 

issued a separate inspection report. These booths will receive a letter of 
warning so you will need to document on the report the name and mailing 
address of the owner. These inspectional findings will also need to be placed 
on the Farmers Market Report. The OAI classification will also include 
vendors selling uninspected food products. In regards to uninspected food 
manufacturers, unless otherwise notified that the manufacturing location has 
been placed under inspection, an onsite f/u inspection will need to be 
conducted at the market. 

 
E. Any vendors that were previously assigned a CFN number should be 

removed from your inventory by submitting an Inspection Report classifying 
the firm OOB, even though ‘technically’ they are an active business.  

   

UNINSPECTED FOOD PROCESSING OPERATIONS 
 

A.   If you encounter booths offering their products for sale where the   
      processing or packaging location is not under inspection, the  
      following protocol is to be followed: 

 
1.  Document on the inspection report for the farmers market that  
     uninspected food products are being offered for sale.  
 

a. Include the name of the vendor, actual (physical) location of   
    the manufacturing site, phone number and types pf products  
    being offered for sale. 
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2.  If there are concerns about product safety (i.e. whether the  

product is low acid or acidified), then contact your Regional Manager or 
Field Supervisor for guidance as to whether the product in question 
should be “pulled” from sale and/or sampled. 

 
B.   If there is a question as to whether or not the manufacturing site may    

be under inspection in another Food Safety Specialist’s (FSS)     
territory, the following protocol is to be followed:  

 
1.  If you are unsure if the manufacturing site is under inspection,   
     notify the appropriate FSS for that territory and their manager.   
 
2.  The notified FSS shall provide you a response via e-mail when  
     the firm has been placed under inspection or if the firm is  
     already under inspection.  
 
3. Do not document on the inspection report if you are unsure as to 

whether the manufacturing site is under inspection.                               
                                                                                                     

.                                            
FOOD SERVICE VENDORS 
 
Food service operations at Farmers Markets (that are run by governmental entities) 
will now be inspected by VDACS. Typically, these operations are of a temporary nature 
and are conducted in an “outdoor” setting.  You will need to fill out an inspection report 
for each of these vendors. All of these vendors will be assigned a CFN.  Additionally, 
any objectionable conditions will need to be documented on the overall market report. 
Include on the inspection report: 
 

� Name of Firm 
� Owner/Operator of Firm 
� Home Address 
� Home Phone Number 
� Description of food service operation 
� Where foods are being prepared (Processing locations must be under inspection, 

i.e. approved source) 
 
The Va. Department of Health will continue to inspect all Food Service Operations at 
Farmers Markets run by private individuals/organizations. Additionally, conventional 
restaurants at all Farmer’s Markets (both government and private) will be inspected by 
the health department.  
 
See attached requirements for Food Service Vendors at Farmer’s Markets. 
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Requirements for Food Service Vendors at Farmer’s Markets. 
 
 

Regulatory Authority: Virginia Food Laws, Code of Federal 
Regulations (110). 
 
Structural Components for Outdoor Cooking 
 
• Floors 
 

Floor surfaces in a permanent outdoor cooking operation will be in accordance with 
the requirements for temporary food establishments.  Floor must be of a suitable 
construction that controls dust, dirt and other similar contaminants.  
 

(1) If graded to drain, a floor may be concrete, machine-laid asphalt, or 
dirt or gravel if it is covered with mats, removable platforms, 
duckboards, or other suitable approved materials that are effectively 
treated to control dust and mud. 

 
• Walls 
 

It will not be necessary to install walls in an outdoor temporary food  
operation. However, if conditions warrant installation of walls may be   
necessary.  

 
• Overhead Protection 
 

Overhead protection for each temporary food establishment must be  
provided. Examples of acceptable overhead protection are tent, canopy,  
awning, table-type umbrella, or a permanent structure.  The presence of  
overhead protection such as a tent or canopy does not preclude  
circumstances in which protection of individual food containers is also  
required, such as placement of food near a warewashing operation  
(potential splash contamination.) 

 
• Ventilation and Fire Protection 
 

Local regulations shall govern ventilation and fire protection requirements  
at outdoor cooking sites.  
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Equipment / Food Contact Surfaces   
 
• Food Contact and Equipment Surfaces 
 

Construction, maintenance, and cleaning of all equipment pieces shall be  
in accordance with applicable laws and regulations.  All food contact  
surfaces used in an outdoor cooking operation shall be designed,  
constructed, and maintained in accordance with applicable laws and  
regulations. Surfaces shall be smooth, easily cleaned, free of rust, dents  
or pitting, and durable under normal outdoor use conditions.  

 
• Cooking / Hot Holding Equipment 
 

Hot foods should be held at 140°F or above. A continuous heat source  
such as electric or gas is preferred, however the use of sterno, wood, or  
charcoal is acceptable if consistent temperatures are achieved and/or  
maintained. 
 

• Cold Holding Equipment   
 

Cold foods should be held at 45°F or below. Ice or electrical/gas powered  
equipment may be used provided acceptable temperatures are achieved. 
  

• Plumbing / Water / Sewer (Wastewater) Facilities   
 

           Potable water must be provided for all temporary food service facilities.  
           Water and sewer may be permanently plumbed or supplied via portable  
           tanks. Food grade water hoses are acceptable to transport water to the  
           facility as long as backflow prevention devices are provided. The use of a  
           garden hose to convey water is prohibited.  

 
 If not plumbed, the sizes of the tanks shall be in accordance with any  
 applicable laws and regulations for mobile food units. The quantity of tanks  
 provided shall be sufficient to fully accommodate the needs of the  
 operation. 
 

           Handwash facilities must be conveniently located in all food processing  
           and preparation areas. Heated water (90°F minimum) must be provided  
           for handwashing. An insulated water cooler or electric coffee/tea urn with  
           a spigot is the preferred method if a mobile hot water sink is not available. 
 
           Suitable containers must be provided for the collection of both solid and  
           liquid waste.    
           

 Toilet facilities for employees must be convenient and easily accessible. 
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• Food Storage and Display 
 

Open or uncovered containers of food are not allowed -- except working   
containers. Foods may remain uncovered during preparation, cooking,    
and serving for short periods of time if circumstances permit.  

 
All food shall be protected from customer handling, coughing, sneezing, or  
other contamination by wrapping, the use food shields, or other effective  
barriers.  

 
 Condiments must be dispensed in single-service type packaging, in pump  
           style containers, or in protected squeeze bottles, shakers, or similar  
           dispensers which minimize contamination of food items by food workers,  
           patrons, vermin, environmental conditions, or other sources. Self service  
           containers of non-potentially hazardous condiments such as minced  
           onions, relish, and the like shall be acceptable so long as the foods are  
           adequately protected from contamination.   
 
Equipment, Utensil, and Warewashing 
 
A properly plumbed three compartment sink with hot and cold running water or three 
containers of adequate size shall be provided for washing, rinsing, and sanitizing food 
contact surfaces of utensils and equipment. Adequate quantities of hot wash water (should 
be at least 110 F), liquid detergent, and sanitizer must be provided onsite for equipment 
and utensil washing. 
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 12 
NEW 

 
 

Dr ess Code 
 
As an empl oyee of  t he Vi r gi ni a Depar t ment  of  Agr i cul t ur e,  you ar e 
expect ed t o pr oj ect  a pr of essi onal  i mage.  Appear ance i s an i mpor t ant  
par t  of  a publ i c i mage.  Good publ i c r el at i ons and pr act i cal  common 
sense r equi r es you dr ess appr opr i at el y f or  t he act i v i t y i n whi ch you 
ar e engaged.  A Food Saf et y Speci al i s t  wi l l  be neat ,  c l ean and wel l  
gr oomed.  Cl ean sl acks and col l ar ed shi r t s ar e appr opr i at e f or  men and 
cl ean s l acks and a dr ess t op f or  women.  You ar e par t  of  a pr of essi onal  
or gani zat i on and shoul d pr oj ect  a pr of essi onal  i mage.  
 
Jeans,  t ee shi r t s,  sweat pant s/ shi r t s,  t ank t ops and sandal s ar e not  
appr opr i at e.  
 
I n cer t ai n s i t uat i ons,  such as di sast er  wor k,  a mor e “ r el axed”  dr ess 
i s accept abl e.    
 
Addi t i onal l y,  as r ef l ect ed i n FOM 1- 01 I nspect or  Saf et y,  when wor ki ng 
i n unsaf e ar eas you ar e t o dr ess appr opr i at el y so as not  t o dr aw undue 
at t ent i on t o your sel f .    
 
Pr ot ect i ve c l ot hi ng 
 
The of f i ce pr ovi des smocks ( and cover al l s)  f or  t hi s pur pose.   Smocks,  
as wel l  as hai r  r est r ai nt s,  ar e t o be wor n whenever  you ar e i n a 
pr ocessi ng envi r onment .   You do not  need t o wear  a smock i n non-
pr ocessi ng ar eas as l ong as you ar e wear i ng a name t ag    ( i e:  
i dent i f i cat i on t ag)  i ndi cat i ng you ar e a Food Saf et y Speci al i s t .   You 
ar e r esponsi bl e f or  keepi ng your  smock c l ean and i n good condi t i on.   
Onl y c l ean smocks ar e t o wor n dur i ng f i r m i nspect i ons.     
 
NOTE:   I f  you have ot her  s i t uat i ons wher e you bel i eve t he wear i ng of  
t he smock may cause pr obl ems/ di f f i cul t i es,  consul t  wi t h your  Regi onal  
Manager .  
 
I f  a f i r m r equi r es t hei r  empl oyees t o wear  addi t i onal  pr ot ect i ve 

c l ot hi ng,  such as bear d guar ds,  saf et y gl asses,  ear  pl ugs,  et c. ,  t hen 

you ar e expect ed t o dr ess l i ke- wi se.   I f  you do not  have t he speci f i c  

saf et y gear  needed,  r equest  i t  t hr ough your  r egi onal  of f i ce.   I n most  

cases,  t he f i r m wi l l  pr ovi de i t  as a cour t esy i f  you do not  have t he 

speci f i c  saf et y gear  needed.    

I ssued new August  16,  2001 
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FIELD OPERATIONS MANUAL 
 
 

PROCEDURE I - 13 
New 

 
EMAI L USE AND ETI QUETTE 
 
El ect r oni c mai l ,  commonl y r ef er r ed t o as “ emai l ” ,  has become a 
necessar y and ef f ect i ve communi cat i on t ool  t o exchange 
i nf or mat i on bet ween t he of f i ces,  t he f i el d,  our  c l i ent s and each 
ot her .   
 

I n or der  t o i ncr ease t he ef f i c i ency of  emai l ,  al l  
f i el d and of f i ce per sonnel  wi l l  check and r espond t o 
t hei r  emai l  on a DAILY basi s.       
 
Al l  emai l  t hat  you r ecei ve and/ or  gener at e on your  agency 
comput er  i s f or  of f i c i al  use onl y and may be subj ect  t o a 
“ f r eedom of  i nf or mat i on”  ( FOI )  r equest .  Si mpl y del et i ng an emai l  
f r om your  comput er ,  does not  pr event  i t  f r om bei ng r ecover ed.   
 
EMAI L DO’ S AND DON’ TS:  
 
 DO Keep emai l  shor t .   Be conci se.  
 
 DO r espond t o your  mai l  as soon as possi bl e.  
 

 DO NOT send inflammatory comments.  Be official and       factual. 

 
 
 
 
 
 
 
 
 
 
Januar y 19,  2000 
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FI ELD OPERATI ONS MANUAL 
Pr ocedur e I - 14 

New 
 

INCLEMENT WEATHER 
 
 
 
Dur i ng i ncl ement  weat her  condi t i ons t he f ol l owi ng pr ot ocol  i s  
est abl i shed.  The pr ot ocol  i s  f ul l y  compl i ant  wi t h al l  HRO 
pol i c i es and di r ect i ves r el at i ng t o i ncl ement  weat her .  Pl ease 
r emember  t hat  condi t i ons var y wi del y acr oss t he st at e and may 
even var y wi t hi n a r egi on:  
 
I f   weat her  condi t i ons,  such as snow and/ or  i ce st or ms,  
hur r i canes,  sever e r ai n st or ms et c. ,  ar e such t hat  t he f i el d Food 
Saf et y Speci al i st  ( FSS)  does not  f eel  t hat  he or  she can per f or m 
f i el d wor k saf el y,  t hey shoul d cont act  t hei r  Regi onal  Manager  t o 
di scuss t he si t uat i on.  
 
Subsequent  t o di scussi ng t he si t uat i on wi t h your  Regi onal  
Manager ,  you and t he Manager  shoul d col l ect i vel y shoul d det er mi ne 
whet her  or  not  you shoul d st ay at  home or  per f or m f i el d wor k.  I n 
det er mi ni ng whet her  condi t i ons ar e sui t abl e f or  wor ki ng at  home,  
t he FSS shoul d ut i l i ze i nf or mat i on f r om t he f ol l owi ng sour ces,  
but  not  l i mi t ed t o:  
 

• Local  weat her  r epor t s 

• St at e Pol i ce 
• VDOT 
• St at e and Local  Gover nment  as wel l  as “ l ar ge empl oyer ”  

c l osi ngs f or  t he l ocal i t y i n quest i on 
 
You may use the Internet to obtain some of the aforementioned information.   

 
Cr i t er i a,  such as t he gener al  condi t i on of  r oads,  st r eet s and 
hi ghways i n t he f i el d FSS’ s i mmedi at e v i c i ni t y,  t he avai l abi l i t y  
of  wor k i n t hei r  i mmedi at e v i c i ni t y and/ or  cont i guous ar eas,  
t er r ai n ( i . e.  st eep hi l l s  t hat  must  be navi gat ed i n c l ose 
pr oxi mi t y t o r esi dence)  et c.  shoul d be ut i l i zed.   Anot her  
cr i t i cal  f act or  i s your  abi l i t y  and/ or  exper i ence i n dr i v i ng i n 
sever e weat her ,  e. g.  snow and i ce.  
 
I f  weat her  condi t i ons i mpr ove at  some poi nt  i n t i me dur i ng t he 
wor kday t he FSS shoul d r esume hi s or  her  nor mal  f i el d dut i es  when 
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and wher e possi bl e.  
 
I n i nst ances wher e i t  i s  i mpossi bl e t o per f or m f i el d wor k t hen 
wor k r el at ed act i v i t i es shoul d be per f or med at  t he FSS’ s home 
of f i ce wher e possi bl e ( f ood saf et y r esear ch vi a t he I nt er net ,  
speci al  pr oj ect s conduct ed over  t he phone as assi gned by 
super vi sor ,  or gani z i ng f i l es,  r evi ew of  Laws and/ or  Regul at i ons,  
et c. ) .  
 
I f  i t  i s  deemed t hat  t he FSS shoul d wor k i n t hei r  home of f i ce 
t hen t hey shoul d pl ace t he act ual  number  of  hour s i n whi ch wor k 
( i n t he home of f i ce)  was per f or med i n t he “ Hour s Wor ked”  col umn 
of  t he “ VDACS Ti mesheet . ”  The number  of  hour s dur i ng t hat  
par t i cul ar  wor kday i n whi ch wor k was not  per f or med shoul d be 
pl aced i n t he “ Hol i day Hour s”  col umn of  sai d t i mesheet .  Di r ect l y 
beneat h t he number  of  hour s not  wor ked ( i n t he same bl ock as t he 
l i s t ed hour s)  t he wor d “ weat her ”  shoul d be wr i t t en.  
 
The Commonweal t h wi l l  onl y al l ot  8 hour s of   weat her  r el at ed 
l eave per  day .  However ,  i f  t he FSS wor ks a t en ( 10)  hour  day,  and 
i s at  home f or  t he ent i r e day t hey must  wor k f or  at  l east  t wo ( 2)  
hour s at  t hei r  home of f i ce i f  t hey wi sh t o avoi d havi ng t o t ake 
t wo ( 2)  hour s of  annual  l eave.  
 
The closing of a “State office”  building only relates to those employees who travel to and work 

in that particular building. It does not automatically entitle other employees of the 

Commonwealth who do not work in that building to “ time off” . 

 
Not e:  The FSS can al so cont act  t he Fi el d Super vi sor  f or  a 
det er mi nat i on as t o how t o deal  wi t h i ncl ement  weat her  
s i t uat i ons.  Once a det er mi nat i on has been made t he Fi el d 
Super vi sor  shoul d pr ovi de t hat  i nf or mat i on t o t he Regi onal  
Manager .  
 

**SAFETY FIRST!**  

 

YOU MUST RECORD, IN YOUR DAILY CALENDER, THE FACT YOU WORK AT HOME DUE TO WEATHER CONDITIONS AND 
WHO YOU INFORMED.  THIS IS FOR YOUR PROTECTION! 

 
 

Febr uar y 2,  2000 
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FI ELD OPERATI ON MANUAL 

PROCEDURE I - 15 

New 
 

EMERGENCY DATA UPDATI NG 
 
I n t he event  you ar e i nj ur ed whi l e at  wor k and you ar e unabl e t o 
pr ovi de t he needed i nf or mat i on t o emer gency per sonnel ,  t he Agency 
may have t o make a not i f i cat i on or  pr ovi de t he i nf or mat i on f or  
you.   Ther ef or e,  you shal l  per i odi cal l y make cer t ai n t hat  your  
emer gency not i f i cat i on i nf or mat i on,  mai nt ai ned by our  Human 
Resour ce Of f i ce ( HRO)  i n Ri chmond,  i s cur r ent .    
 
I n t he event  your  emer gency not i f i cat i ons needs t o be updat ed,  
you wi l l  submi t  t he changes t o HRO,  el ect r oni cal l y as an 
at t achment ,  or  v i a ( snai l )  mai l ,  your  cur r ent  not i f i cat i on 
r equi r ement s.   The f or m ut i l i zed f or  t hi s pur pose,  devel oped by 
HRO,  i s at t ached t o t hi s FOM and shoul d be r et ai ned on your  
comput er  f or  easy use.  
 
The form should be submitted to: 
 

VIRGINIA DEPARTMENT OF AGRICULTURE AND CONSUMER SERVICES 
HUMAN RESOURCE OFFICE 

1100 BANK STREET SUITE 306 
RICHMOND, VIRGINIA 23219 

Fax (804) 371-8879 
 

Or 
VIA EMAIL TO 

 
Ms. Linda Cole lcole@vdacs.state.va.us 

 
February 9, 2000 
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EMERGENCY INFORMATION 

VIRGINIA DEPARTMENT OF AGRICULTURE & 
CONSUMER SERVICES 

  

Please Print or Type 
 
Name:       
 
Division: Consumer Protection   Date: 12/15/06    
 
PERSON(S) TO CONTACT IN CASE OF EMERGENCY: 
 
Name:         
 
Home Address:       
 
         
 
Work Address:       
 

        
 
Telephone: (h)       (w)       Pager #        
 
 
Name:         
 
Home Address:       
 
         
 
Work Address:       
 

        
 
Telephone: (h)       (w)       Pager #        
 
 
PREFERRED HOSPITAL:  
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PERSONAL PHYSICIAN:  TELEPHONE:  
 
*SPECIAL INSTRUCTIONS/CONDITIONS/NOTES:        

FI ELD OPERATI ONS MANUAL 
PROCEDURE I - 16 

Revi sed 
 

WORK SCHEDULES FOR FI ELD PERSONNEL 
 

Backgr ound and Pol i cy 
 
The Depar t ment  of  Per sonnel  and Tr ai ni ng ( DPT)  has aut hor i zed 
Al t er nat e Wor k Schedul es ( AWS)  si nce 1993.   However ,  i n or der  t o 
avoi d mi suse,  c l ar i f i cat i on i s needed.   The Of f i ce of  Food Saf et y 
i s r esponsi bl e f or  ensur i ng adequat e cover age t o al l  ar eas Monday 
t hr ough Fr i day f r om 8: 15 a. m.  t hr ough 5: 00 p. m.   Ful l  ser vi ce 
must  be avai l abl e t o our  consumer s t hr oughout  t hose hour s.   
Addi t i onal l y,  t he AWS i s a pr i v i l ege,  and not  a r i ght .   
 
New Food Saf et y Speci al i st  ( empl oyed f or  l ess t han one ( 1)  year ) ,  
hi r ed af t er  t he i ssuance of  t hi s Fi el d Oper at i on Manual  I - 16,  ar e 
not  per mi t t ed t o wor k t he t en ( 10)  hour  days,  f our  ( 4)  days per  
week.  Gener al l y,  per sonnel  advanced t o Gr ade 10 can be el i gi bl e,  
but  t he el i gi bi l i t y  f or  t he AWS i s at  t he sol e di scr et i on of  t he 
Regi onal  Manager .  
 
New per sonnel  i n “ t r ai ni ng”  wi l l  f ol l ow t he i nst r uct or ’ s wor ki ng 
hour s at  al l  t i mes.    
 

Opt i ons 
 
The f ol l owi ng ar e t he onl y  opt i ons avai l abl e t o f i el d per sonnel  
( Food Saf et y Speci al i st s) :  
 
 Ten ( 10)  hour  days,  f our  ( 4)  days per  week
 
 Ei ght  ( 8)  hour  days,  f i ve ( 5)  days per  week 
 

Ten ( 10)  hour  days,  f our  ( 4)  days per  week 
 
Empl oyees el ect i ng t o wor k f our  ( 4)  day weeks must  schedul e t hose 
days wi t h t hei r  super vi sor s.   St ar t i ng hour s ar e bet ween 6: 30 
a. m.  and 7: 30 a. m.  and endi ng t i mes ar e bet ween 5: 15 p. m.  and 
6: 30 p. m.  
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When empl oyees ar e s i ck or  on annual  l eave,  t en ( 10)  hour s wi l l  
be char ged each day.   Ti me of f  f or  t he hol i days wi l l  f or  ei ght  
( 8)  hour s onl y.   Empl oyees schedul ed t o wor k 10- hour  days on 
hol i days must  char ge t wo ( 2)  hour s t o l eave.   No empl oyee i s 
aut hor i zed t o wor k f or  t he t wo ( 2)  hour s at  “ home” .   OR,  t he 
empl oyee can r ever t  t o t he r egul ar  ei ght  ( 8)  hour  days f or  t he 
week i n whi ch a hol i day occur s .  

  
Wi t hout  except i on,  f or  t he hol i days of  Thanksgi v i ng,  Chr i st mas 

and New Year ’ s,  empl oyees WI LL r ever t  t o t he ei ght  ( 8)  hour s/ f i ve 
( 5)  days wor k schedul e.  

 
You MUST obt ai n pr e- appr oval  f r om your  Regi onal  Manager  bef or e 
wor ki ng t he AWS,  and bef or e maki ng any changes  i n your  wor k 
schedul e.   Addi t i onal l y,  you may be r equi r ed t o submi t  your  “ days 
of f ”  schedul e i n a f or mat  and f r equency desi gnat ed by your  
Regi onal  Manger ,  f or  t hei r  r evi ew and appr oval .   
 

Ei ght  ( 8)  hour  days,  Fi ve ( 5)  days per  week 
 
Empl oyees who el ect  t o wor k a f i ve ( 5)  day week must  schedul e 
wor k hour s wi t h t hei r  super vi sor .   Fl exi bl e hour s f or  f i ve ( 5)  
day wor k weeks ar e f r om 7: 00 a. m.  t o 6: 00 p. m.   Empl oyee l eave 
bal ances wi l l  be char ged ei ght  ( 8)  hour s per  day when si ck or  
annual  l eave i s t aken.   Empl oyees t ake hol i days as schedul ed.  
 
I ncl ement  Weat her  
 
Dur i ng per i ods of  i ncl ement  weat her ,  Fi el d Oper at i ons Manual  I -
14,  appl i es.   Your  act i v i t y dur i ng i ncl ement  weat her  wor k hour s 
i s subj ect  t o ver i f i cat i on by your  Regi onal  Manager .  
 
Revi sed June 11,  2003  
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 17 
 
 

TI MESHEET I NSTRUCTI ONS 
 
 
OVERVI EW:  
 
I t  i s  t he pol i cy of  t he Vi r gi ni a Depar t ment  of  Agr i cul t ur e and 
Consumer  Ser vi ces t o f ol l ow t he Feder al  Fai r  Labor  St andar ds Act  
( FLSA)  as di r ect ed by t he Vi r gi ni a Depar t ment  of  Per sonnel  and 
Tr ai ni ng and t he U. S.  Depar t ment  of  Labor .   Al l  f i el d empl oyees 
i n t he Food Saf et y Pr ogr am ar e consi der ed “ non- exempt ” ,  meani ng 
t hey ar e subj ect  t o al l  mi ni mum wage and over t i me pr ovi s i ons of  
FLSA.    
 
Ther ef or e,  i n accor dance wi t h FLSA,  t he Depar t ment  has r equi r ed 
t hat  al l  non- exempt  per sonnel  submi t  an accur at e VDACS Ti mesheet .  
 Once compl et ed,  t he Ti mesheet  i s t o be f or war ded pr ompt l y t o 
your  Regi onal  Manager ,  i n accor dance wi t h FOM 1- 06,  f or  r evi ew,  
ver i f i cat i on and f i l i ng.  
 
LEAVE I SSUES:    
 
Compensat or y t i me ear ned and over t i me ear ned must  be appr oved and 
shoul d be r eser ved f or  emer gency or  ext r aor di nar y wor k on 
weekends,  hol i days and eveni ngs af t er  your  nor mal  wor k day.   
Emer gency si t uat i ons l i ke f i r es,  f l oods and t r uck wr ecks,  wi l l  
cont i nue t o have pr i or i t y and appr oval  i n t hese si t uat i ons may 
have t o be secur ed af t er  t he f act .   However ,  ot her  ext r a wor k,  
whi ch must  be conduct ed on hol i days,  or  on t he weekends,  l i ke t he 
i nspect i on of  f ar mer s mar ket s or  ot her  s i t uat i ons wher e 
i nspect i ons must  occur  i n of f - hour s,  shoul d be appr oved i n 
advance by your  super vi sor .    
 
Under  nor mal  c i r cumst ances,  empl oyees shal l  not  wor k mor e t han 
f or t y ( 40)  hour s i n any wor k week.   Empl oyees ar e t o “ schedul e 
adj ust ”  at  t he end of  t hei r  wor k week t o avoi d exceedi ng 40 
hour s.    
 
I .  Gener al  Gui del i nes:  
 

A.  Bi - mont hl y t i me sheet s have t o be compl et ed by al l  non-
exempt  c l assi f i ed empl oyees.  
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B.  Car ef ul  at t ent i on shoul d be gi ven t o ensur i ng t hat  t he 
t i mesheet  and l eave sl i ps as wel l  as ot her  wor k r epor t s,  
cor r espond t o each ot her .  

C.  Compl et i ng t he t i mesheet  on a dai l y/ weekl y schedul e wi l l  
avoi d er r or s t hat  may occur  i f  you ar e pr epar i ng t hem 
wel l  af t er  t he hour s have been wor ked and t he l eave 
t aken.  

D.  Ti mesheet s shoul d not  be f i l l ed out  i n advance.   The 
si gnat ur e dat e shoul d be accur at e ( i e:  not  post dat ed or  
pr edat ed) .  

E.  Ti mesheet s and l eave sl i ps ar e r out i nel y audi t ed.  
F.  Ti mesheet s ar e of f i c i al  st at e document s.  
G.  Types of  ear ned l eave:  
 

1.  Over t i me Leave ( OE)  
a.  I s ear ned f or  al l  t i me physi cal l y wor ked over  40 

hour s  ( i n 7 consecut i ve days,  nor mal  wor k week 
Sat ur day t hr ough Fr i day)  at  a r at e of  1 ½ t i mes t he 
hour s wor ked.  

b.  Can ear n up t o a maxi mum of  240 hour s.  
c.  I t  r emai ns on your  l eave r ecor d unt i l  i t  i s  t aken.  
 

 
2.  Compensat or y Leave ( CE)  
 

a.  Can be ear ned f or  t i me wor ked on a hol i day or  ot her  
hour s wor ked out si de t he nor mal  wor k day when t he 
empl oyee has not  act ual l y wor ked 40 hour s i n t hat  week,  
i . e.  when a hol i day occur s or  you have t aken ot her  
l eave dur i ng t he wor k week.  
b.  Expi r es one ( 1)  year  f ol l owi ng t he dat e on whi ch t he 
wor k was per f or med.  
c.  Leave i s ear ned on an hour  f or  hour  basi s.  

 
I I .   Week Endi ng:  Shoul d be t he Fr i day’ s dat e f or  t he week j ust  

compl et ed.  
 
I I I .  Day and Dat e:  St ar t  t he dat e wi t h Sat ur day’ s dat e and f i l l  

i n t he dat es f or  t he days of  t hat  week,  endi ng wi t h Fr i day.  
 Fr i day’ s dat e shoul d cor r espond t o t he Week Endi ng dat e.  

 
I V.  Ti me I n and Ti me Out :  Recor d act ual  st ar t i ng and endi ng 

t i mes.  
 
V.  Hour s Wor ked:  Shoul d equal  t he di f f er ence bet ween t he Ti me 

I n and Ti me Out  mi nus a l unch br eak.   The Fai r  Labor  
St andar ds Act  ( FLSA)  r equi r es a mi ni mum 20 mi nut e l unch 
br eak.  
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VI .  CE,  Comp Pai d,  OE,  Over t i me Pai d:  These ar e i nf or mat i onal  
col umns f or  your  use i n t r acki ng t he days on whi ch you 
act ual l y wor ked t he compensat or y or  over t i me l eave.   SEE 
NOTE AT THE BOTTOM OF THE TI MESHEET REGARDI NG APPROVAL BY 
THE SUPERVI SOR.  

 
VI I .  Leave t aken:   I ndi cat e t he hour s t aken and t he l eave 

t r ansact i on code t hat  i s appr opr i at e f or  t he l eave t aken.  
 
VI I I . Tot al s:   The i mpor t ant  t ot al s ar e f or  t he Hour s Wor ked,  

Leave Taken,  and Hol i day Hour s col umns.   I F THESE THREE ( 3)  
COLUMNS TOTAL MORE THAN 40 HOURS,  YOU SHOULD HAVE PRE-
APPROVAL FOR EI THER COMPENSATORY OR OVERTI ME LEAVE.  

 
I X.  Si gnat ur es and Dat es:  The si gnat ur e and dat e by bot h t he 

empl oyee and t he super vi sor  ar e at t est i ng t o t he accur acy 
and val i di t y of  t he i nf or mat i on cont ai ned on t he sheet .  

 
X.  Rel evant  Pol i c i es:   The pol i c i es t hat  out l i ne cor e ser vi ce 

hour s,  FLSA compl i ance,  and al t er nat e wor k schedul es ar e 
cont ai ned i n:  

 
A.  VDACS Pol i cy 4. 9- Cor e Busi ness Hour s 
B.  VDACS Pol i cy 5. 10- Fai r  Labor  St andar ds Act  
C.  VDACS Pol i cy 5. 12- Al t er nat e Wor k Schedul es 

 
 

Revi sed August  10,  2001 
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FIELD OPERATIONS MANUAL 
 

Procedure I-18 
NEW 

Preparation For Court 
    
 If it is necessary to initiate legal action against a firm, the food safety specialist 
must be a well prepared witness. Prior to the trial date, he/she should be sure that 
his/her files are up to date and in chronological order according to dates of inspection, 
etc. The Food Safety Specialist should review his/her files and notes and become very 
familiar with the facts in the case. The Food Safety Specialist's file and other pertinent 
information should be available at the trail. 
 
 When testifying, the Food Safety Specialist should always direct his/her 
testimony to the judge or jurors in case of a jury trial. It is important to remember that 
the judge or the jury will make the final decision. 
 
 The Food Safety Specialist should give clear, distinct, concise, and positive 
answers on the witness stand. You should never be evasive when answering questions. 
You should answer the specific question asked by the court and no more. If you do not 
understand a question asked by the court, then you should ask for the question to be 
repeated. 
 
 Special Note: When testifying in court, there may be situations where the Food 
Safety Specialist may only be allowed to refer to his/her notes taken during the 
inspection and not the Inspection Report.  Therefore, when performing inspections of 
establishments that may result in legal/court action, place the notes of the objectionable 
conditions you have taken during the inspection into the firm folder.  Make sure that 
these notes are available for reference purposes when you are called upon to testify.  
 
The following listed items are what one Virginia circuit court judge says are important in 
presenting a case: 
 
 1. Tell the truth. 
 2. Have confidence in your case. 
 3. Give positive answers. 
 4. Witness must be informed and prepared. 
 5. Witness must listen to the questions. 
 6. If you do not know the answer, say "I do not know" 
 7. Never get angry on the stand. 

8. Must be able to prove there has been a violation through facts. 
9. Impression made on the witness stand is very important. 

 10. Be neatly dressed. 
 11. Be courteous. 
 
Issued new February 9, 2001 
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FIELD OPERATIONS MANUAL 
 

PROCEDURE I - 19 
NEW 

 
 
Oper at i on Of  St at e Owned Aut omobi l e 
I .  GENERAL OPERATI ON 
 
 A.  Assi gnment  of  Aut omobi l e 
  a.  The aut omobi l e i s assi gned t o you f or  t he pur pose 

of  per f or mi ng your  r egul ar  dut i es and speci al  
assi gnment s i n your  assi gned t er r i t or y and ot her  
poi nt s i n Vi r gi ni a.  

b.  The use of  a st at e owned aut omobi l e f or  pur poses 
ot her  t han t hose speci f i ed above shal l  be onl y 
wi t h t he consent  of  your  i mmedi at e super vi sor .  

 
 B.  Mai nt enance and Ser vi ce of  Aut omobi l e  
  a.  Al l  aut omobi l es shal l  be ser vi ced at  St at e 

Depar t ment  of  Tr anspor t at i on shops.  Thi s shal l  
i ncl ude gasol i ne,  oi l ,  l ubr i cat i on,  and washi ng.  

  b.  Al l  mai nt enance and r epai r  wor k shal l  be per f or med 
at  St at e Depar t ment  of  Tr anspor t at i on Shops.  Thi s 
shal l  i ncl ude mi nor  and maj or  r epai r s.  

  c.  Al l  vehi c l es shoul d be kept  i n t hei r  or i gi nal  
wor ki ng condi t i on as much as possi bl e i n or der  t o 
pr event  pr emat ur e f ai l ur e and per sonal  i nj ur y.  I f  
a pr obl em exi st s t hat  you ar e awar e of ,  do not  
negl ect  t o get  i t  f i xed.  

  d.    Ar r angement s shoul d be made t o l ook i nt o t he 
f easi bi l i t y  of  obt ai ni ng a ‘ l oaner ’  vehi c l e i f  
your  st at e car  wi l l  be out  of  ser vi ce f or  an 
ext ended per i od of  t i me.   

e.  I n case of  emer gency,  when i t  i s  i mpr act i cal  t o 
r each a St at e Shop,  “ Voyager ”  commer ci al  f uel  
car ds,  whi ch have been suppl i ed may be used.  

1. The cards are for use with Pool              Vehicles only and are 
vehicle specific. 

2.  The i nput  of  a pi n number  ( t he l ast  5 
di gi t s of  t he pool  car  number ) i s r equi r ed 
t o obt ai n f uel .  I n some cases,  t he 
odomet er  r eadi ng may al so be r equi r ed.  

3.  Not i f y your  Regi onal  Manager  i mmedi at el y 
i f  t he car d i s l ost  or  st ol en.  

 
  
 
C.  Mont hl y Mi l eage Repor t s 
   a.  Al l  oper at or s of  St at e owned aut omobi l es ar e 

r equi r ed t o submi t  a mi l eage r epor t  on f or ms 
f ur ni shed f or  t hi s pur pose t o t he Depar t ment .  Per  
FOM I - 06,  t hi s r epor t  shoul d be submi t t ed di r ect l y 
t o t he Ri chmond Of f i ce at  t he end of  each mont h 
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( must  be i n Ri chmond by t he 5t h day of  t he 
f ol l owi ng mont h) .  Al l  bi l l s  and st at ement s 
r el at i ve t o pur chases must  be at t ached t o t he 
r epor t .  

b.  I nst r uct i ons f or  compl et i ng mi l eage r epor t s ar e 
st at ed on t he f or m.  A r ef er ence copy i s pr ovi ded 
f or  you.  

 
 D.  Acci dent s 
   a.  When an acci dent  occur s,  t he dr i ver  of  a St at e 

owned aut omobi l e must  f i l e a compl et e and compr e-
hensi ve r epor t  whi ch wi l l  be r evi ewed by t he 
Saf et y Commi t t ee set  up by t he Gover nor  of  
Vi r gi ni a.  I f  t hi s Commi t t ee deci des t hat  t he 
acci dent  r esul t ed f r om speedi ng,  car el ess or  
r eckl ess dr i v i ng,  or  any ot her  f aul t  of  t he 
dr i ver ,  t hen t he Depar t ment  wi l l  be hel d l i abl e 
f or  r epai r s and ot her  damages,  and t he dr i ver  wi l l  
be subj ect  t o penal t y.  

   b.  When an acci dent  occur s,  t he oper at or  of  a St at e 
vehi c l e shal l  pr ompt l y not i f y a St at e t r ooper  and 
r equest  t hei r  cooper at i on i n i nvest i gat i ng and 
maki ng a r epor t  on t he cause of  t he acci dent .  
St at e pol i ce can be r eached at  t he f ol l owi ng #’ s 

    1.   Cel l ul ar :  #77 
    2.   24 hr .  r esponse:  804- 674- 2000   

c.   Thi s of f i ce shal l  be not i f i ed pr ompt l y when an 
acci dent  occur s and t he oper at or  shoul d cont act  
t he i nsur ance car r i er  i mmedi at el y ( Cr awf or d and 
Company at  1- 866- 219- 6120) .   Al l  necessar y 
i nsur ance f or ms ar e t o be f i l l ed out  and mai l ed t o 
t he of f i ce i mmedi at el y .  

   d.   Each oper at or  of  a St at e vehi c l e shoul d t hor oughl y 
acquai nt  hi msel f  wi t h i nst r uct i ons per t ai ni ng t o 
t he oper at i on of  such vehi c l es and t he pr ocedur e 
f or  r epor t i ng acci dent s.  These i nst r uct i ons ar e 
pl aced i n each vehi c l e as wel l  as f or ms f or  
r epor t i ng acci dent s.     

 E.  Saf et y 
   a.  Safety first - it pays! Make it a point to drive carefully and observe all traffic 

laws including the wearing of seat belts. 

b.  Vehi c l es ar e t o be kept  l ocked at  al l  t i mes.  
  

  
F.  Appear ance of  St at e Owned Aut omobi l e  
   a.  I t  i s  essent i al  t hat  we exer ci se pr oper  car e t o 

keep t he aut omobi l e we oper at e c l ean and neat  at  
al l  t i mes.   

   b.  A c l ean aut omobi l e r ef l ect s good j udgement  and 
adds t o t he conf i dence ot her  peopl e have i n us.  We 
r eal i ze t hat  at  t i mes weat her  condi t i ons make i t  
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qui t e i mpossi bl e t o keep your  car  c l ean,  but  t her e 
i s need f or  r eal i zat i on of  t he i mpor t ance of  t hi s 
mat t er .  

 
I ssued new Febr uar y 9,  2001 
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FI ELD OPERATI ONS MANUAL 
 

PROCEDURE I - 20 
NEW 

 
Empl oyee Conduct  
 
 
Fi el d per sonnel  ar e t he f i r st  l i ne of  publ i c cont act  ( and i n most  
cases t he onl y cont act )  f or  t he Depar t ment .   Your  act i ons wi l l  be t he 
basi s f r om whi ch t hey j udge t he Food Saf et y Pr ogr am.   The publ i c,  as 
wel l  as t hi s Depar t ment ,  expect  and deser ve exempl ar y behavi or  and 
conduct .   Be cogni zant  t hat  t he publ i c,  as wel l  as t he r egul at ed 
i ndust r y,  ar e qui ck t o poi nt  out  def i c i enci es i n our  per f or mance.   
 
I nt egr i t y 
 
You ar e ent r ust ed wi t h equi pment  and f i el d dut i es under  mi ni mal  

super vi s i on.   You have an i nher ent  r esponsi bi l i t y  t o pr ot ect  and 

conser ve al l  gover nment  pr oper t y i ncl udi ng equi pment  and suppl i es.   

Empl oyees may not  use or  per mi t  ot her s t o use of f i c i al  i nf or mat i on not  

avai l abl e t o gener al  publ i c f or  per sonal  gai n or  t o advance a pr i vat e 

i nt er est .   You ar e expect ed t o conduct  your sel f  i n a pr of essi onal  

manner  so t hat  t he wor k of  t he Food Saf et y Pr ogr am i s ef f ect i vel y 

accompl i shed.   Your  j ob i s t o gat her  and pr esent  t he f act s.   Accur at e 

and obj ect i ve obser vat i ons ar e mandat or y.    

 
At t i t ude 
 
You must  be di gni f i ed,  t act f ul ,  cour t eous and di pl omat i c.   At  no t i me 

wi l l  you di spl ay st r ong- ar m t act i cs,  an ai r  of  super i or i t y ,  or  an 

over - bear i ng nat ur e.   Demeani ng comment s and/ or  i nt i mi dat i on t act i cs 

t owar d a f i r m or  t hei r  empl oyees wi l l  not  be t ol er at ed or  def ended.  
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Et hi cs 

Empl oyees shal l  not ,  di r ect l y or  i ndi r ect l y,  sol i c i t  or  accept  a gi f t .  

 Gener al l y  speaki ng,  an empl oyee shal l  avoi d any act i on t hat  mi ght  

r esul t  i n or  cr eat e t he appear ance of :  

1.  hol di ng a conf l i c t i ng f i nanci al  i nt er est  
2.  l oss of  i mpar t i al i t y  i n per f or mi ng of f i c i al  dut i es 
3.  usi ng publ i c of f i ce f or  pr i vat e gai n 
 

I f  an empl oyee vi ol at es t hi s pol i cy,  he or  she may be subj ect  t o 

di sci pl i nar y act i on under  t he St andar ds of  Conduct  and Per f or mance,  up 

t o and i ncl udi ng t er mi nat i on.  

 

I ssued New August  16,  2001 
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FI ELD OPERATI ONS MANUAL 
 

Pr ocedur e I - 21 
New 

 

Cont act s wi t h t he medi a 
 
Over  t he year s,  t he i nspect i onal  and i nvest i gat i onal  act i v i t i es 
of  t he Food Saf et y Pr ogr am have r ecei ved cover age i n t he 
el ect r oni c and pr i nt  medi a.   On occasi on,  you may be appr oached 
by t he medi a t o comment  or  pr ovi de i nf or mat i on r egar di ng your  
i nspect i onal  act i v i t i es.   I f  medi a r epr esent at i ves cont act  you,  
be cour t eous and hel pf ul ,  but  r ef er  al l  r equest s t o your  Regi onal  
Manager .   You may be per mi t t ed t o appear  on camer a or  be 
i nt er vi ewed,  but  aut hor i zat i on must  be gai ned i n advance.   Do not  
sol i c i t  medi a i nt er vi ews or  on- camer a appear ances unl ess you ar e 
aut hor i zed.  
 
Ther e may be occasi ons when management  of  a f i r m you ar e 
i nspect i ng i nvi t es r epr esent at i ves f r om t he news medi a t o obser ve 
t he i nspect i onal  pr ocess.   When t hi s occur s,  you ar e t o cont act  
your  Regi onal  Manager  as soon as possi bl e and make t hem awar e of  
t he s i t uat i on.   I n most  cases,  t he pr esence of  out s i de 
r epr esent at i ves shoul d not  di sr upt  t he i nspect i onal  pr ocess.   You 
shoul d cont i nue t o conduct  t he i nspect i on i n a r easonabl e 
f ashi on.   The pr esence of  t hese i ndi v i dual s shoul d have no i mpact  
on t he manner  i n whi ch t he i nspect i on pr ogr esses wi t h t he 
except i on t hat  you wi l l  need t o t ake pr ecaut i ons t o pr eser ve t he 
conf i dent i al i t y  of  any i nf or mat i on you may have obt ai ned.    
 
I n summar y,  whenever  t he medi a appr oaches you,  be cour t eous and 
hel pf ul  but  t act f ul l y  decl i ne any r equest  t o be i nt er vi ewed or  
f i l med and r ef er  t hem t o your  Regi onal  Manager .  
 
 
 
 
 
I ssued New August  16,  2001 
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Field Operations Manual 
 
 

Procedure: I-22 
           New 

 
 
State Phone L ine  
 
Being a Food Safety Specialist requires you to have a home office.  As part of your home office, 
you are supplied with a state phone line.  This phone line serves as a way for your customers to 
contact you directly, as well as, a simpler and more direct way for you to return calls.   
 
It is important to understand that contacting clients is a shared responsibility that does not rest 
totally with the clerical staff.   Although calls will not be routinely passed directly to the 
Inspector, in many cases, direct contact between the Inspector and client is the most prudent 
approach to resolving an issue. 
 
Part of your responsibility in having a state phone line and an office in your home is to check 
your messages regularly.  You should check your voice mail every day, including flex days and 
weekends.  Weekend message retrieval is very important in the event that an emergency has 
occurred and the Fire Department or other such agency has tried to contact you about an 
emergency situation involving food.   You are required to answer your state phone line during 
working hours and respond to voice mail received on that line in a timely manner. 
 
In conjunction with checking your messages regularly, you should also make use of a standard 
professional recording on your voice mail that indicates your position, who you work for, and in 
the event of an emergency, your pager number.  Your recording should mirror the following 
example: 
 
Hello.  You have reached (your name), Food Safety Specialist for the Virginia Department of 
Agriculture’s Food Safety & Security Program.  Please leave me a message with your name, 
telephone number, the best time to reach you at that number, and a brief description of why you 
are calling, and I will return your call at my earliest convenience.  If this is an emergency and 
you need immediate assistance, you may call the (Richmond, Roanoke, or Tidewater) office at 
(office phone number).  If this is an emergency and it is after normal working hours, a weekend, 
or holiday, you may page me at (your pager number).    
 
Additionally, you may want to modify your greeting when you know you are going to be on 
vacation or out of the office for a particular amount of time, indicating the days that you will be 
“out of the office”  and when you will be returning.  This way, your customers will be aware of 
your schedule and will know to expect a delay in you returning their call or can contact the 
appropriate office for assistance if needed.  Such a modified greeting might be as follows: 
 
Hello.  You have reached (your name), Food Safety Specialist for the Virginia Department of 
Agriculture’s Food Safety & Security Program.  I will be out of the office June 15-18th.  If you 
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wish to leave a message, please indicate your name, telephone number, the best time to reach 
you at that number, and a brief description of why you are calling, and I will return your call 
when I return to the office at my earliest convenience.  If you need immediate assistance, you 
may contact the (Richmond, Roanoke, or Tidewater) office at (office phone number).  If this is an 
after hours emergency you may page (Field Supervisor/Regional Manager) at (Field 
Supervisor’s or Regional Manager’s pager number).   
 
The inclusion of your pager number in your modified greeting is optional, as you may be on 
vacation and not available by pager.  Additionally, if you are attending a work related meeting, 
your Regional Office will be aware of how to contact you or who to contact in your absence in 
the event of an emergency.   
 
No State Phone L ine in your  Home 
 
If you have elected not to have a state phone line in your home, you will be required to have a 
message similar to those above after your personal message on your home answering machine.  
It might start something like this: 
 
(Personal message.)  If this is in regards to the Virginia Department of Agriculture’s Food 
Safety & Security Program, please leave a message… 
 
or, I will be out of the office… 
 
In this instance, you would substitute the verbiage outlined above for the rest of your message, 
being sure to include office and pager numbers in your message.   
 
Additionally, if you have elected not to have a state phone line in your home, you are still 
required to respond to voice mail messages in a timely manner, and respond to emergency calls 
after hours or on the weekend as previously outlined in this procedure.   
 
 
 
 
 
Issued new November 3, 2004 
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FIELD OPERATIONS MANUAL 
 

Procedure I-23 
New 

 
VDACS-FOOD SAFETY PROGRAM 

TRAINING MANUAL 
 
 
 

Introduction 
The primary purpose of this Training Manual is to promote uniformity in the training of new 
hires. This manual describes conditions and practices that should be addressed in developing an 
effective and meaningful training experience. The criteria in this training manual are based on 
the requirements of the Virginia Food Laws and related regulations. While this manual should be 
used as a guide in deciding what areas to stress and/or de-emphasize during training it is not to 
say you can not deviate from it to expose a trainee to unusual situations that will warrant their 
attention. 
 
The training program and this manual are designed to prepare new hires to effectively apply the 
appropriate laws and regulations in the performance of their duties.  This training will emphasize 
that the Food Safety Specialist (FSS) is not just an inspector who identifies, and reports food 
safety violations, but a SPECIALIST who can base decisions not only on what is in the “book” , 
but also on sound scientific food safety principles.  Additionally, they will develop the ability to 
offer constructive corrective recommendations, based on the aforementioned, to the 
establishments under our jurisdiction.  Every effort will be made to insure that the new 
individual is exposed to the widest range of activities and scope of our responsibilities.  With the 
skills obtained through this training, the new employee will be a credit to himself or herself and 
the Department and who can take deserved pride for a job well accomplished.  
 

Goals of the Training Program 
1. To develop the ability to interpret and apply applicable laws and regulations in diverse 

situations. 
2. To develop the ability to make autonomous decisions and to take appropriate actions in 

diverse circumstances and environments. 
3. To develop the ability to effectively communicate, both orally and written. 
4. To develop the ability to provide quality customer service. 
5. To develop the ability to use computerized equipment and applications. 
6. To develop a thorough knowledge of the Virginia Food Laws and related laws/regulations. 
7. To develop a thorough knowledge of Food Law inspectional and enforcement procedures. 
8. To develop a thorough knowledge of food safety practices and principals. 
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9. To develop a thorough knowledge of food processing theory and practice. 
 
 
 
 
 

Training Program Overview 
 

Our training program is built around a three to four month on-the-job training period. During this 
time, the new employee will work with various Food Safety Specialists and managers throughout 
the state on a weekly basis. Monthly training schedules will be set up and supplied to all parties 
involved in advance so that all necessary arrangements (meeting time and place, hotel 
accommodations, etc.) can be made. 
 
Initially, the new employee will spend one or two days in the Richmond office for indoctrination 
purposes and procuring his/her needed supplies.  The rest of the week will be spent working with 
the Training Coordinator familiarizing themselves with the Virginia Food Laws (VFL) and 
related regulations enforced by the Food Safety Program.  Additionally, time will be spent going 
over pertinent Department and Agency Policies and Procedures, as well as various forms of 
paperwork.   The following week the new employee will begin their field training with an 
experienced Food Safety Specialist.  During this time, the trainers will be explaining the various 
operations, the conditions observed and how these conditions relate to the Virginia Food Laws 
and/or regulations.  
 
As the new employee becomes familiar with these activities, they will begin to handle portions 
of the inspection and paperwork on their own under the supervision of the Food Safety 
Specialist. At this time the new employee begins to move into the “second stage”  of their 
training.  During this period, the new employee will be working along side and comparing notes 
with the Food Safety Specialist concerning the observed objectionable conditions. The new 
employee should also be composing the majority of the paperwork at this stage with some 
assistance from the Food Safety Specialist. This should be a time for the “pieces of the puzzle”  
to begin really falling into place as far as inspection, paperwork and how conditions relate to the 
Virginia Food Laws.   
 
During the “ final stage”  of training, the new employee will be handling all aspects of the 
inspection, including discussions with management, with little or no assistance from the Food 
Safety Specialist. The Food Safety Specialist, however, will be observing the actions, techniques 
and knowledge developed by the new employee in order to determine when they will be ready to 
be released from training and able to assume her/his own territory.  Also during this period, 
arrangements will be made for the trainee to “ tour”  Consolidated Labs.  This will be an 
opportunity to get a “behind the scenes”  look at what goes on in the analysis of a food sample as 
well as meeting some of the chemists involved in the work. 
 
Finally, every effort will be made to have the trainee work in their new territory during the last 
week of training.  This will allow a chance for them to become somewhat familiar with their 
territory before officially taking over inspectional responsibility.    
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Once training is completed, the newly trained Food Safety Specialist will, by no means be a 
“polished professional”  but should be able to adequately carry out the duties of a Food Safety 
Specialist. The fine points of the job can be learned only by gaining experience while working 
alone and the experience can only come with time and patience. 
Field Training Overview  

 
All trainers should emphasize quality rather than quantity during the workweek.  This should not 
be a rushed week.  There should be ample time allowed in each processing area and part of the 
inspection for questions and discussion.  Take the time to explain and see that they understand 
what they see and what or why something is being done. In order to expose the trainee to all 
aspects of a firm’s operation, comprehensive firm inspections should be performed vs. the risk 
based approach. 
 
 The main focus during firm inspections will be to identify potential food safety issues that may 
arise and the measures needed to prevent and control those hazards.  We want to stress those risk 
factors that could contribute to a foodborne illness.  Those risk factors include: improper holding 
temperature, inadequate cooking, contaminated equipment, unsafe food sources and poor 
personal hygiene.   
 
I I ._________FOODBORNE ILLNESS RISK FACTORS 
 
Following are the conditions to review relative to a particular risk factor.  Items found out of 
compliance should be documented on the Inspection Report. 
      
1.  Improper  Hold  
      a.  Proper Cooling Procedures 

1. Potentially hazardous foods (PHF) cooled from 140 to 70F within 2 hrs and from 70 to      

 45F or less within 4 hrs. 

      b.  Cold Holding 
          1.  PHF maintained at 45F or less except during preparation, cooking, cooling or when 
time used as a public health control 

          2.  thermometers, used and calibrated (thermometers should read 32 degrees F in an ice 
slurry bath) 

      c.  Hot Holding 
          1.  PHF maintained at 140F or above except during preparation, cooking, cooling or 
when time used a public health control 

          2.  thermometers, used and calibrated 

      d.  Ambient Holding of PHF 

1. Food is cooked and served within 4 hrs.  (Food discarded after 4 hrs.) 
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2. If a firm wants to use time/temperature as a control they must submit a written HACCP 
plan to the Regional Office. 

      e.  Proper Thawing Procedures 

          1.  Refrigerator 

          2.  Cold Running Water 

          3.  Microwave 

 
2.   Inadequate Cooking 
      a.  Proper Cooking Temperature 
           1. thermometers-used and calibrated   
      b.  Reheating 
           1.  rapid reheating to 165 degrees F. 
       
3.   Contaminated Equipment 
       a.  Cross contamination 
            1.  separation of raw animal foods from ready-to-eat (RTE) foods 
                 during processing and storage. 
       b.  Food contact surfaces 
       c.  Equipment sink  
            1.  proper sanitizing procedures 
            2.  proper sanitizing concentrations 
 
4.   Unsafe Food Sources 
      a.  All foods from inspected facilities 
      b.  Potable water supply  
           1. private supply (well)-up to date water sample 
      b.  Receiving 
           1.  proper temperature 
           2.  free from contamination 
           3.  properly labeled 
 
5.  Poor  Personal Hygiene 
      a. Handwashing 
      b. Good Hygenic Practices 
          1.  eating, drinking and smoking issues 
          2.  employees with signs of illness (sneezing, coughing, runny nose,…) 
      c. Handwash Facilities 
          1.  conveniently located and accessible for use 
          2.  properly plumbed with hot and cold running water 

3. properly supplied with soap and towels (or hand dryer) 
d. Restrooms 

1. functional toilet 
2. toilet tissue available 
3. properly plumbed handsink in or immediately adjacent to restroom 
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6.  Other  
      a.  Unapproved food or color additives 
      b.  Poisonous or toxic materials 
           1.  properly identified, stored and used 
      c.   Pest Control 
           1.  inside/outside premises 
           2.  storage areas 
           3.  control program in place 
           4.  entrances/doors 
      d.  Product disposition 
           1.  infant formula 
           2.  compromised food products 
           3.  data entry sheet   
 

III.            Pre-Inspection protocol 
 
1. Be on time when meeting the trainee. Show respect for trainee.  Emphasize to the trainee the 

need to be on time and properly attired.   
2. Have a clean and organized vehicle. 
3. Have a schedule/plan for the day’s activities. 
4. Review previous reports in preparation for the inspection. 
5. Have all necessary equipment/supplies available to conduct the inspection. 

a. computer/printer 
b. forms/paper 
c. thermometer (calibrated) 
d. alcohol swabs 
e. flashlight 
f. sanitizer test strips 
g. sampling equipment (ie: poly bags and seals) 
h. coolers/ice-paks  
i. digital camera 
j. pager 
k. blacklight 
l. FOM manual 
m. CFR (Code of Federal Regulations) 

6. Proper attire.  Clean smocks and hair restraints will be worn in processing environments.  
(See FOM I-12 Dress Code). 

 

IV.                Retail Inspection Protocol 
 
1. Introductions made to the most responsible person at the firm.  Show credentials whenever  

the situation allows. 
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2. Processing departments. As mentioned previously, the main focus of the inspection will be to 
address those risk factors that are known to contribute to foodborne illness (see section II-
Foodborne Illness Risk Factors).   
a. Equipment sanitation.  Time should be spent showing trainee how to break down 

equipment or asking a store employee to take apart. 
3. Retail sales area. 

a. Rodent and/or insect activity 
1. perimeter of stockroom (and coolers) for rodent activity 
2. grain products (corn meal, dried beans,…) for insect infestation (weevils, insect 

frass/webbing, drill holes..) 
3. produce area for insects (fruit flies, roaches,…) 
4. pet food area for insects and rodent activity 

b. Refrigerated display cases 
1. proper temperature 
2. temperature abused products 
3. load limit abuses 

c. Canned food items 
1. swollen cans 
2. leakers 
3. flippers 

d. Egg inspection.  Adherence to FOM III-14. 
1. temperature check 
2. visual examination for checked and loss eggs 

4. Labeling issues. 
5. Floors/walls/ceiling issues should be de-emphasized unless severe (ie: roof leaks, flaking 

paint over processing equipment,…). 
 

V.__________Processor Inspection Protocol 
 
As previously stated, the main focus of the inspection will be to address those risk factors that 
are known to contribute to foodborne illness (see section II-Foodborne Illness Risk Factors).   
 
1. Introductions made to the most responsible person at the firm.  Show credentials whenever 

the situation allows. 
2. Follow the process flow.  Start at the beginning (raw materials) and follow the process 

through to the end product. 
3. Be knowledgeable of and follow the applicable CFR.  Remember that the retail regulations 

are not relevant to manufacturers. 
4. FDA paperwork. When time permits, preferably at least once during the week, complete 

“mock”  contract paperwork (coversheet, GMP checksheet, NLEA) if you are unable to 
perform an actual contract inspection. It is desirable that “mock”  contract paperwork be 
performed for food processors not warehouses.  Expose the trainee to all aspects of the FDA 
paperwork, including the use of the Product Code Builder.  

5. NLEA/labeling issues should be discussed.   
a. NLEA-size/volume exemptions, health claims,… 
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b. Need to list sub-components of ingredients. 
c. Net weight issues referred to Weights and Measures Office 

 

VI.__________Training  Specifics 
 

Field Operations Manual 
1. Trainers need to review FOMs on a daily basis. In order to ensure that all FOM’s are 

covered, the trainee will choose the FOM’s for discussion. 
2. Every effort should be made to explain any FOM used during a particular inspection.   
3. Temperature and Plumbing FOMs should be heavily emphasized.  
  

Laws and Regulations 
1. The VFL and related regulations will be reviewed from the onset of training.  Trainers need 

to take the time to ensure that the trainee is knowledgeable and can apply the 
laws/regulations appropriately.   

2. Trainees should be “quizzed”  on their ability to apply the laws and regulations.  For example: 
  
he/she should be asked to show application of the particular law and/or regulation to the 
objectionable conditions observed during an inspection.   

Equipment review 
Train with as much different equipment as possible.  Please provide training experiences with 
equipment such as the blacklight whenever possible.   
   
Digital cameras—Have the trainee take and mount any pictures taken or just do a set of ‘sample 
pictures’  weekly so that they develop a comfort level with the camera. 
 
The training coordinator will determine when “ sample pictures”  should be taken.  If asked to provide said training, go through the entire process 
from taking the pictures to transferring the finished document on to the zip disk. 

 

Paperwork 
1. Correct grammar and sentence composition.  You have spell check on the computer, it needs 

to be used. 
2. Prioritizing violations. 
3. Explain the importance of the violations 
4. Assist trainee in determining what conditions are ‘objectionable but not actionable’  
5. Grading the inspection.  What is NAI/VAI/OAI and why.  Explain appropriate follow-up 

dates. 
6. Wording observations using the general format of ‘how many, what, where’ .  Some 

flexibility in the wording of observations is to be expected and is acceptable. 
7. Establishment Profile Form.  Stress “ risk assessment”  and the related  “ inspection 

frequency” . 
8. Adherence to FOM I-06 regarding submittal of paperwork (at least 2X per week). 
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Communication 
1. Demonstrate effective communication skills 

a.  Provide courteous customer service 
b. Provide prompt/timely responses to client requests 
c. Professional rapport with management 
d. Follow directions 
e. Accept constructive criticism 

2. Ask open-ended questions vs. leading questions during inspections   
a. What concentration is your sanitizer?  Vs.  Your sanitizer strength is 200ppm isn’ t it? 

3. Discuss inspection report with management (don’ t just hand it to them). 
4. Encourage questions/discussions with trainee. 
5. If the trainee makes mistakes - provide immediate feedback - give the trainee a chance to 

correct the mistake during the week. 
6. Adherence to FOM I-05 (pager response times) 

7. At the beginning of the week, have the trainee discuss their perceived strengths and 
weaknesses and what they would like to work on during that week. 

Sampling 
1. Follow the requirements of VFL and procedures in the FOM Manual 

a. Samples sealed and/or identified in the presence of firm management. 
b. Shipped within appropriate time frames.  Ship within 24-48 hours. 
c. Commissioner’s Reserve sample taken when appropriate (ie: regulatory action probable). 
d. Sample size requirements. 
e. Discuss pesticide residue sampling program (schedule I, II and III) 
f. Explain the sample collection report form, including: 

1. Use of the laboratory analysis catalog. 
2. The significance of the “priority code” .  
3. The meaning of collecting samples in “1, 2 or 3 parts” . 

 

Complaints 
1. Discuss timeframes involved in working a complaint. 
2. When it is appropriate to collect samples. 
3. Official samples vs. service samples. 
4. Thoroughness of investigation and written summary 
5. Review and discuss complaint related FOMs 
6. The need to inform supervisor when a confirmed foodborne illness. 
7. Review tampering protocol (ie: FOM I-02) 
 

Disasters 
Obviously we can’ t “plan”  for this type of situation during training but we can do several things 
to address this issue.  If a disaster or emergency situation should arise in an adjacent territory 
then you should notify the Training Coordinator about shifting the trainee to that area.  
Otherwise, take the time to review/discuss previous disasters you were involved with.  Insights 
into dealing with insurance adjusters, law enforcement, landfill operators,...would be beneficial. 
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Compliance Process 
1. Review applicable FOMs (ie: I-00, I-18) 
2. Documentation 

a. when to sample 
b. when to take photographs 
 

Evaluation 
1. Don’ t wait until the last minute in deciding what to discuss in the trainee’s evaluation.   
2. Make notes all through the week so nothing is forgotten.   
3. Discuss all faults or areas needing improvement.  If the trainee makes mistakes - provide 

                  immediate feedback - give the trainee a chance to correct the mistake during the 
week. 

4. Use diplomacy…don’ t be demeaning.  Do not criticize the trainee in front of 
management. 

5. Allow ample time for discussion and review of the evaluation.  Encouragement or praise 
if     doing a good job. 

6.   Utilize the FSS Progress Review form for evaluation purposes  (see attached).  The 
evaluation is to be completed on the last day of the work week.  E-mail the completed 
evaluation to the training coordinator(s) as well as the trainee’s Regional Manager. 

8. If you have serious concerns about the trainee’s ability, call the training coordinator directly. 
 
 
Attachment:  FSS Progress Review form 
 
Issued New March 8, 2002  
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Field Operations Manual 
 

         Procedure I-24 
New 

 
Bioter ror ism/Food Secur ity  
 
In light of the terrorist attacks on September 11, 2001 and the events following, bioterrorism 
(food security) became an important issue to the State of Virginia and the Food Safety Program 
in particular.  Consequently, the General Assembly allocated funds dedicated to developing a 
food security training program for Virginia’s food industry. As a result of this new focus on food 
security, a protocol was developed for VDACS Regional Managers to follow in the event of a 
bioterrorism threat or incident.  Of paramount concern was the safety of all personnel involved in 
responding to these types of incidents. 
 
If you receive, what you perceive to be, an ordinary complaint and begin an investigation, only 
to discover that the incident could be related to bioterrorism, stop what you are doing, contact 
your Regional Manager, and await further instruction.  If you are contacted by a member of the 
VDACS support staff or by a consumer regarding a bioterrorism threat or incident, you should 
contact your Regional Manager before proceeding any further.  
 
Bioterrorism incidents are considered to be criminal acts and are therefore handled by law 
enforcement agencies.  VDACS will not be involved with on-site investigations or sampling 
where bioterrorism is suspected or confirmed. 
 
Your Regional Manger has been supplied with a bioterrorism response protocol and will be able 
to further guide you in what to do, should you suspect an act of bioterrorism or in the event of a 
bioterrorism threat or incident.  Therefore, it is important that you contact him/her as soon as you 
suspect a complaint may be related to bioterrorism.  If you absolutely cannot get in touch with a 
Regional Manager and are faced with a potential bioterrorism threat or incident, you should do 
your best to assess the situation (i.e. contact the complainant, product manufacturer, firm 
management, etc. to further your evaluation).   NOTE:  Keep in mind that you may also try to 
reach the Food Safety Program Supervisor or the Food Security Coordinator in the event that 
you are unable to reach a Regional Manager.  You may want to refer to the attached information 
at the end of this FOM which provides research results for products previously investigated for 
suspicious white powders.  In addition, a list of products that could appear to have powder on the 
outside put together by the Food Marketing Institute (FMI) has been included for your reference. 
  

If you determine that the threat or incident could be related to bioterrorism and a Regional 
Manager or the Food Security Coordinator is not available, you may contact the State Police 
Domestic Terrorism Hotline at 1-866-448-8554 and the Department of Emergency Management, 
Emergency Operations Center at 804-674-2400 for further follow up. In addition, you may also 
want to notify the local police.  Please be sure to notify VDACS Food Safety Program 
management as soon as possible of what you have encountered and who you have contacted.   
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Biological Agent Categories 

Agents in Category A have the greatest potential for adverse public health impact with 
mass casualties, and most require broad-based public health preparedness efforts. 
Category A agents also have a moderate to high potential for large-scale dissemination 
or a heightened general public awareness that could cause mass public fear and civil 
disruption. 

Most Category B agents also have some potential for large-scale dissemination with 
resultant illness, but generally cause less illness and death and therefore would be 
expected to have lower medical and public health impact. These agents also have lower 
general public awareness than Category A agents and require fewer special public 
health preparedness efforts. Biological agents that have undergone some development 
for widespread dissemination but do not otherwise meet the criteria for Category A, as 
well as several biological agents of concern for food and water safety, are included in 
this category.  

Biological agents that are currently not believed to present a high bioterrorism risk to 
public health but which could emerge as future threats were placed in Category C.  

Critical biological agent categories for public health preparedness 
 

Biological agent(s) Disease 
 

Category A  

Variola major Smallpox 

Bacillus anthracis Anthrax 
Yersinia pestis Plague 
Clostridium botulinum (botulinum toxins) Botulism 
Francisella tularensis Tularemia 
Filoviruses and Arenaviruses (e.g., Ebola virus, Lassa virus) Viral hemorrhagic fevers 

Category B  

Coxiella burnetii Q fever 

Brucella spp. Brucellosis 
Burkholderia mallei Glanders 
Burkholderia pseudomallei Melioidosis 
Alphaviruses (VEE, EEE, WEEa) Encephalitis 
Rickettsia prowazekii Typhus fever 
Toxins (e.g., Ricin, Staphylococcal enterotoxin B) Toxic syndromes 
Chlamydia psittaci Psittacosis 
Food safety threats (e.g., Salmonella spp., Escherichia coli O157:H7) 
Water safety threats (e.g., Vibrio cholerae, Cryptosporidium parvum) 

Category C  

Emerging threat agents (e.g., Nipah virus, hantavirus) 
 



Page 62 of 211 

 
 
 
 

Research Results on Previous Products with Suspicious White Powders 
 

 
1.  Statement on Potential Presence of White Powder  on Bananas, October  18, 2001 by the 
International Banana Association.   
 
On occasion, bananas may show a white powder-like substance on their exterior peel and crown. 
 Most likely, the presence of such powdery matter is the result from a routine processing step in 
banana packaging, which does not present any health risk or indicate a change in product quality. 
 
Immediately after harvesting a banana stem, bananas are divided into clusters and placed into a 
tank of clean flowing water where they are thoroughly washed.  Just before packing, a 
commonly used and U.S. government-approved preservative is applied to maintain freshness and 
quality.  Residues from the preservative solution or from the wash water itself, due to water 
hardness, may form on the banana peel as it dries.  After applying the preservative, bananas are 
immediately packed in cartons lined with plastic sheets and stored on pallets under controlled 
conditions for transportation to your market. 
 
The process of washing and preserving the freshness of bananas in this manner has a long and 
dependable history of safe use.  Of course, the edible part of bananas is further protected by the 
natural peel, which serves as a physical barrier in preserving the quality of the fruit.   
 
The presence of the powder on the peel is likely from the banana producer’s efforts to preserve 
product freshness and quality.  Consumers should not be concerned.  We encourage consumers 
to remain confident in the quality of bananas and continue to eat them as part of a nutritious diet 
involving at least 5 servings of fruits and vegetables a day. 

 

2.  E-mail from Jerry Williams, Field Supervisor , on White Residue on Apples. 
 
I spoke with Keith Yoder from VA Tech Research Lab in Winchester, VA on 10-22-01.  
According to Keith, it is not uncommon to find a white residue on apples.  This may be a wax 
residue or an non-harmful pesticide spray.  Apples are sprayed with a product called 
SURROUND WP and a product called BORDEAUX.   Surround is a clay related product that is 
sometimes sprayed with lime for insect control.  Bordeaux is a copper based material that is also 
sometimes sprayed with lime for disease control.  Surround will leave a white residue and 
Bordeaux will leave a bluish residue.  Both are very low toxic and non-harmful.   The apples 
may be wiped off or washed. 
 
3.  Statement on Turkey Package Residues, October  18, 2001 from the National Turkey 
Federation. 
 
Recent terrorist attacks on the United States create heightened concern about residues found on 
any type of package.  Therefore, to avoid any unnecessary fear, we’d like to explain a powdery 
material that may appear on the exterior of fresh or frozen whole turkey packages. 
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The normal chilling procedure for whole turkeys involves immersing the packaged turkey in a 
solution of cold water and salt.  Salt is added to lower the temperature of the chilling solution for 
food safety and quality reasons.  Once the turkey has been removed from the solution and dried, 
a tacky or powdery salt residue may remain on the outside of the bag.  This is a normal part of 
the process and is not a safety or quality issue. 
 
The turkey industry takes great pride in providing the safest, most wholesome product possible.  
The industry maintains procedures designed to protect the safety of the products we produce 
from the farm to market; because of recent events, security procedures are receiving the utmost 
attention. 
 
For more information, contact Sherrie Rosenblatt. (Phone: 202-898-0100 ext 233; 
E-mail: srosenblatt@turkeyfed.org) 
 
4.  White Residue on Bell Peppers—Information provided as a result of a complaint 
investigation on October  17, 2001 by Kerr i Mar tin, Food Safety Specialist, Senior . 
 
A dusting of white powdery residue was noticed around the stem and on the outer skin of bell 
peppers in a local grocery store.  After contacting the grower/packer of the peppers, it was found 
that the powder was a bacterial compound used in the fall planting season to fight off insects.  
The compound is called Dipel.  It is a wetable powder and is a biological insecticide with the 
technical name of Bacillus thuringiensis.  EPA explained that Dipel is commonly used and is not 
harmful to humans with no tolerance level.   
 
 
 



Page 64 of 211 

PRODUCTS THAT COULD APPEAR TO HAVE POWDER ON THE OUTSIDE 1 

 
Grocery: 
• Baby food cereal 
• Baby powders and talcum powders 
• Baking powder 
• Baking soda 
• Boxed dinners 
• Boxed potatoes 
• Bread crumbs and coatings 
• Cake and other bake mixes 
• Cat litter, baking soda added or dust 
• Cocoa products 
• Coffee creamers 
• Croutons 
• Flour products 
• Gelatin and pudding products 
• Oatmeal canisters 
• Pancake mixes 
• Pasta 
• Powdered baby formula 
• Powdered carpet deodorizers 
• Powdered cleansers: Comet, Ajax, Bon Ami, Cameo, Spic-n- 
Span 
• Powdered drink mixes (i.e., Kool Aid, Iced Teas, Mixed 
Drinks) 
• Powdered laundry detergents, dish detergents and bleaches 
• Powdered milk 
• Protein powder and meal replacement powder containers 
• Rice 
• Rice side dishes (from the flavor packet) 
• Soup and meal cups 
• Spices/Salts 
• Stuffing 
• Sugar products, especially confectioner sugar 
• Wool pads: S.O.S. 
Bulk: 
• Almonds – roasted, salted 
• Cocktail peanuts – roasted, salted 
• Coconut – unsweetened no salt 
• Coconut flakes 
• Company name-brand snack mix 
• Flour (several varieties) 
• Goelitz Chocolate Toffee Almonds 
• Gummies – some varieties 
• Honey roasted cashews 
• Honey roasted peanuts 
• Honey roasted sunflower 
• Jaret – several varieties 
• Jellies – several varieties 
• Loose pretzels 
• Oat bran – fine 
• Peanut mix 
• Quick oats 
• Rice (several varieties) 
• Rolled oats 
• Sesame seeds hulled 
• Snack mixes – salted and with Coconut 
• Spanish peanuts 
• Sunflower seeds – roasted, salted 

• Toasted corn nuts 
Dairy: 
• Grated Cheese 
• Pepperoni (salt will occasionally be visible on the casing) 
• Shredded Cheese (anti-caking agent) 
Frozen: 
• Company name-brand Cookie Dough 
• Company name-brand Pizza Dough and Bread Dough 
• Oronoque Pie Shells 
• Pasta 
• Pizza 
• Tiramisu 
Dairy/Frozen: 
• Activated Dry Yeast 
• Corn Tortillas 
• Flour Tortillas 
• Fresh Pasta 
• Plastic gallons of milk with dried milk residue around the 
caps 
• Refrigerated Bagels 
• Refrigerated Pizza 
Deli/Prepared: 
• Pizza 
• Salami 
General Merchandise: 
• Auto Air Fresheners 
• Baby Powder 
• Bath Powder 
• Broken Light bulbs 
• Brooms & Cleaning Brushes 
• Certo & Sure Gel 
• Chalk 
• Dry Pool Chemicals 
• Easter Eggs 
• Epson Salt 
• Face Powder 
• Flocking and Flaking 
• Foot Powder 
• Foot Soap 
• Greeting Cards 
• Latex Balloons 
• Latex Gloves 
• Latex Products 
• Magazines 
• Moth Balls 
• Newspapers 
• Packing Material 
• Padded Mailing Envelopes 
• Paper Products 
• Plant Food Packets 
• Plastic Housewares Packing 
• Powdered Sprays 
• Puzzle Dust 
• Sachets 
• Seeds 
• Silica Gel Packs 
• Talcum Powder 

 1 
Additional Notes 2 
Playtex Gloves: 3 
The powder in Playtex products is calcium carbonate and cornstarch. It is used as an aid in putting the gloves on (known as donning) and also as 4 
an anti-tack agent for the latex surface. Some powder will rub off onto hands or other surfaces. All powdered gloves have powder residue on 5 
them. 6 
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Turkey: 1 
National Turkey Federation (Sherrie Rosenblatt, 202-898-0100, x233) 2 
A powdery material may appear on the exterior of fresh or frozen whole turkey packages. The normal chilling 3 
procedure for whole turkeys involves immersing the packaged turkey in a solution of cold water and salt. Salt is 4 
added to lower the temperature of the chilling solution for food safety and quality reasons. Once the turkey has been 5 
removed from the solution and dried, a tacky or powdery salt residue may remain on the outside of the bag. This is a 6 
normal part of the process and is not a safety or quality issue. 7 
 8 
Produce: 9 
Recent events have caused some customers to be concerned about the natural bloom (a thin white or off-white haze) 10 
that appears on some fruits and vegetables. Bloom is produced by Mother Nature to protect fruits and vegetables, 11 
and it wipes off easily. Organic produce tends to have more natural bloom than conventional produce. Examples 12 
include: Apples, Artichokes, Avocados, Blueberries, Cucumbers, Fresh figs, Grapes, Mangoes, Nectarines, Oranges 13 
and other citrus items, Plums, and Tomatoes. 14 
 15 
There may also be concerns about the wax coatings that are applied to some fruits and vegetables after washing to 16 
help maintain freshness. Some fruits and vegetables are treated with a food grade, or edible, vegetable or mineral 17 
wax to replace naturally occurring waxes that are removed during washing and processing. If the wax is not at the 18 
right temperature when applied, or if too much is applied, it can get a milky off-white appearance. It can be wiped 19 
off easily.  Apples may be treated with a lac-resin instead of the vegetable or mineral wax. Lac-resin is the same 20 
product that gives sheen to chocolate. In either case, these are not “suspicious”  powders or residues and should not 21 
cause undue alarm.  The following items are treated to reduce moisture loss and maintain freshness: Apples, Batata, 22 
Cucumbers, Eggplant, 23 
Grapefruit, Lemons, Limes, Melons, Name, Oranges, Parsnips, Passion Fruit, Peppers, Pineapples, Rutabagas, 24 
Squash, Sweet Potatoes, Tangerines, Turnips, Yautia, Yucca. 25 
 26 
Watermelon may be dusted with a white powder resembling baby powder to prevent the outside skin from being 27 
sunburned. It is recommended that customers wash produce before consumption. 28 
 29 
Magazines (from the FBI): 30 
A common practice in the publishing industry involves applying a light coating of cornstarch to the cover and pages 31 
of glossy magazines and other printed materials. This prevents the pages from sticking to each other during shipping. 32 
The fine white or light brown powder produced during this process, called printers’  spray powder, is not toxic and 33 
poses no health risk. It is most closely associated with “high gloss”  magazines, although recent shipments of 34 
inspirational booklets (low gloss, I presume) distributed by a Catholic missionary organization based in Mississippi 35 
prompted calls to law enforcement agencies. 36 
 37 
Food Packaging…Use of Starches and Other  Compounds: 38 
From national trade associations, including: American Meat Institute, Grocery Manufacturers of America, 39 
International Dairy Foods Association, National Chicken Council, National Food Processors Association, National 40 
Turkey Federation, Snack Food Association. Manufacturers routinely “dust”  packaging materials with food grade 41 
starches to prevent them from sticking together. In use for more than 25 years, this starch is approved by U.S. Dept 42 
of Agriculture and the Food and Drug Administration. In processing plants, the packaging materials can become 43 
tacky and stick to production lines.  To prevent this, processors often dust lines with cornstarch, baking soda, etc. 44 
Like the dusting of packaging above, this practice is also approved by regulatory agencies. Occasionally, a trace 45 
amount of white powder may remain on a product after it has been packaged. 46 
 47 
 48 
1 Information provided by FMI, November 14, 2001. 49 
 50 
 51 
FOM issued new March 14, 2003 52 
 53 
 54 
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Field Operations Manual 1 
 2 

Procedure I-25 3 
New 4 

 5 
 6 

Work Day Standard 7 
 8 
The Work Schedule FOM details the options on fulfilling a 40-hour work week.  This can be 9 
accomplished either by working four 10-hour days or five 8-hour days.  However, the 10 
expectations of how those hours are spent are not addressed in that FOM.   11 
 12 
In an effort to ensure that all field employees are working a full day, a minimum performance 13 
standard has been developed.  The purpose of the standard is to give field staff, as well as 14 
managers, a means of monitoring performance.  While this standard is not the sole tool for 15 
evaluating a person’s performance, it is a starting point.   16 
 17 
Food Safety Specialists are expected to conduct a minimum of 135 activities per quarter, barring 18 
any unusual external circumstances.  This averages out to 3-4 activities per 10-hour work day or 19 
2-3 activities per 8-hour work day.  It is important to realize that this is an average number of 20 
activities per day.  Some days, you may inspect a large processor and only have 1-2 activities for 21 
that day, but over a 3 month period, you should be able to easily obtain 135 activities.  Activities 22 
include inspections, visits, complaint investigations, and other established criteria.   23 
 24 
Please note: On occasion, you may be involved in activities that go over and above what is 25 
considered to be part of your daily routine duties.   Activities such as disaster work, providing 26 
coverage to another territory, training of new hires, etc. will be taken into account when 27 
evaluating the quarterly performance standard.   28 
 29 
Again, it is important to reiterate that this standard alone will not be a sole source of performance 30 
evaluation.  For example, if you work 8-hour days and inspect 3 convenience stores every day, it 31 
doesn’ t necessarily mean that you have worked a full 8-hour day.   32 
 33 
The failure to work a full work day will reflect on your performance evaluation and may result in 34 
other disciplinary actions.     35 
 36 
I t is imperative that you document your  daily activities in your  ‘date book’  (as detailed in 37 
the Written Correspondence FOM, procedure I-06).   If you are questioned on your performance 38 
for certain days, the date book provides a reference you can use to recall your activities for those 39 
particular days.  40 
 41 
 42 
Issued new June 11, 2003 43 
 44 
 45 

 46 
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FIELD OPERATIONS MANUAL 1 
 2 
 3 
 4 

PROCEDURE I-26 5 
NEW 6 

 7 
 8 

HOSTILE SITUATIONS 9 
 10 
Physical resistance to VDACS inspections and threats to, or assaults on, VDACS employees engaged in 11 
their work are extremely rare.  More often than not, investigations and/or inspections are conducted in a 12 
professional and reasonable manner.  However, there will be times when you are confronted by 13 
unfriendly or hostile persons. 14 
 15 
It is important to distinguish between a hostile individual and someone who is unfriendly.  An inherent 16 
part of being a FSS is dealing with people who are not happy to see you.  From time to time, you are 17 
going to encounter situations where store owners/employees will say things that are going to make you 18 
feel uncomfortable.  As an inspector, you need to develop a “ thick skin”  and continue to do your job. 19 
 20 
Your activities must always be conducted with tact, honesty, diplomacy, and persuasiveness.  Even 21 
though you must, at times, adopt a firm stance, you must not resort to threats, intimidation, or strong-arm 22 
tactics.   23 
 24 
Many times a hostile or uncooperative attitude results from fear, timidity, or previously bad encounters 25 
with government personnel.  In most cases, a calm, understanding, and persuasive attitude on your part 26 
will overcome the person’s reluctance or hostility.  Often just letting the person “vent”  will calm them 27 
down and make them receptive to inspectional activities. 28 
 29 
If you are physically threatened, or if you sense the real possibility of an assault, get out of the 30 
confrontation, get to safety, and call your Regional Manager (alternatively Field Supervisor or Central 31 
Office) immediately.  Make careful and exact notes of who said what to whom, who did what, and 32 
whether someone tried or succeeded in threatening, assaulting, or taking information, equipment, or 33 
samples from you.   Forward your notes to your Regional Manager in the form of an e-mail or memo. 34 
 35 
In summary, if you find yourself in a situation where you perceive violence is imminent, stop the 36 
inspection and leave.  Immediately report the facts to your supervisor.  Food Safety Specialists are not to 37 
call the police on their own accord.  The Regional Manager will discuss the issues with the Compliance 38 
Officer before contacting the local authorities. Your supervisor can summon the local police to 39 
accompany a Food Safety Specialist if there is a reasonable fear of danger to the inspector.  However, 40 
normally we want to contact the establishment owner/manager to try and resolve the problem before 41 
going to the police.   42 
 43 
 44 
 45 
 46 
Issued new June 13, 2003 47 
 48 
 49 
 50 
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FIELD OPERATIONS MANUAL 1 
 2 
 3 

PROCEDURE I-27 4 
REVISED 5 

 6 
 7 

TRAVEL EXPENSE REIMBURSEMENT VOUCHER 8 
 9 
Field employees may incur certain travel-related expenses for items directly related to 10 
inspections or other official activities.  Expenses need to be submitted on the appropriate form in 11 
order to avoid vouchers being returned.  Three (3) different vouchers are used depending on the 12 
expenses incurred.   13 
 14 
Travel Expense Reimbursement Voucher- If you are claiming hotel, meals, parking, road tolls or 15 
mileage reimbursement, you should submit those expenses on a Travel Expense Reimbursement 16 
Voucher. An electronic version is available on the LAN (ODF drive/TRAVEL/Travel Forms 17 
Master Copy---you will need to click on the right arrow at the bottom to find the tab marked 18 
“ travel voucher” ) or you can contact your Regional Office for a hard copy form.   19 
 20 
Field Work Expenses Only Accounting Voucher- This voucher can only be used to get 21 
reimbursed for the specific items listed on the form.  Appropriate expenses to place on this form 22 
include:  the purchase of samples for testing, ice, postage or shipping costs for samples or reports 23 
and the repair/maintenance of a state vehicle.  The form can be accessed off the LAN (ODF 24 
drive/TRAVEL/Accounting Voucher Field Expenses); no hard copies are available.     25 
 26 
Requisition Form (R Form)- All other purchases requiring reimbursement that are not travel 27 
expenses or the specific field related expenses covered by the “Field Work Expenses Only 28 
Accounting Voucher”  (see examples above) should be submitted on a Requisition Form (R-29 
Form).  Requisition forms are not available in an electronic format; they need to be requested 30 
through your Regional Office. 31 
 32 
Expense vouchers are to be submitted on a monthly basis.  However, when overnight travel is 33 
involved, expense vouchers should be submitted within five (5) working days after completion 34 
of the trip.  Personnel in training should submit their vouchers on a weekly basis. 35 
 36 
Lastly, expense vouchers cannot overlap fiscal years.  In Virginia, the fiscal year ends on June 37 
30th and begins on July 1st.    June and July expenses can not be submitted on the same voucher. 38 
 39 
Documentation 40 
 41 

• All purchases must be supported by itemized invoices or receipts.   42 
 43 
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• For overnight travel, meal, and incidental travel expense reimbursement and per diem 1 
information, please refer to the attachment at the end of this FOM.  NOTE:  No receipt is 2 
required for the per diem allowance. 3 

 4 
• Parking and toll expenses are reimbursable.  For these expenses, a receipt is not required 5 

for reimbursement claims of less than $10.   6 
 7 
 8 
Personal Mileage Claims 9 
 10 
To ensure that employees who drive a personal car receive mileage reimbursements at the proper 11 
rate according to state travel regulations, the following items need to be documented on travel 12 
reimbursement vouchers: 13 
 14 
• A specific reason for the use of a personal vehicle.  For example, ‘state car out for repairs’ , 15 

or ‘employee convenience’ .  Such information will assist the employee’s supervisor and the 16 
Finance office in determining the proper reimbursement rate. 17 

 18 
• Specific travel destinations should be included on the voucher under the column header 19 

“Location at which expense incurred” .  For example, the description, ‘Richmond to 20 
Southside Virginia Farmer’s Market, Danville”  will assist the employee’s supervisor in 21 
determining whether or not the personal vehicle was used for valid work-related purposes.  A 22 
description such as ‘used car for routine work’  is not adequate. 23 

 24 
• All travel vouchers that contain private vehicle mileage must include the following statement 25 

“NO PERSONAL MILEAGE CLAIMED FOR LUNCH OR PERSONAL BUSINESS” . 26 
 Place this statement in the “Purpose of Trip”  block.   27 

 28 
Consult with your supervisor or administrative support personnel for pertinent details regarding 29 
personal mileage rates. 30 
 31 
Lodging  32 
 33 
Employees whose work requires an overnight stay must receive approval in advance of the travel 34 
dates.  It will be necessary to submit a “Request for overnight travel”  memo to your supervisor 35 
prior to the trip.  Although there is no formal form per se, the memo should state the reason for 36 
the trip and a best estimate of the related travel costs (i.e. lodging and meal costs, mileage 37 
reimbursement if driving your personal car, etc.).   38 
 39 
The approved memo should be submitted along with any necessary receipts and the related travel 40 
voucher in order to be reimbursed for those expenses.   41 
 42 
NOTE:  The state has secured contracts with 3 hotels in the Northern Virginia region.  Be sure 43 
to reference the Commonwealth of Virginia contract when calling. 44 

a. Quality Inn Iwo Jima, 15012 Arlington Blvd, Arlington.  Phone 703-524-5000, ext 511 45 
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b. Holiday Inn Fair Oaks, 11787 Lee Jackson Memorial Hwy., Fairfax.  Phone 703-352-1 
2525 2 

c. Washington Suites Alexandria, 100 S. Reynolds Street, Alexandria.  Phone 703-370-9600 3 
 4 
Lodging guidelines for in-state cities are provided in the Lodging, Meals, & Incidental Expense 5 
Per Diem Guideline Tables at the end of this FOM.   6 
 7 
Lodging guidelines exclude local taxes and surcharges.  However, lodging taxes and surcharges 8 
are reimbursable.  Lodging expenses incurred beyond approved amounts will NOT be 9 
reimbursed.  In such cases, taxes and surcharges will be prorated only for the appropriate 10 
amount. 11 
 12 
You need to submit original, itemized hotel bills.  Direct agency billing of lodging expenses 13 
incurred during overnight travel is permitted.  Advise the hotel of travel plan changes as soon as 14 
possible when a confirmed reservation is being held.  Since hotels can charge for non-canceled 15 
reservations, these charges will not be reimbursed if the traveler is negligent in canceling 16 
reservations. 17 
 18 
Meals &  Incidental Travel Expenses (M& IE) 19 
 20 
Generally, meals and certain incidental travel expenses are reimbursable for overnight official 21 
business travel outside the traveler’s official station.  Incidental expenses include bellhop/taxi 22 
tips, personal telephone calls, laundry, and travel between lodging and places where meals may 23 
be consumed.   24 
 25 
Standard meal and incidental reimbursement guidelines are provided in the Lodging, Meals, & 26 
Incidental Expense Guideline Tables.  Note:  The $3.00 incidental allowance is only 27 
reimbursable during overnight, official business travel. 28 
 29 
The Meal and Incidental Expense Rate Table below provides individual meal amounts for 30 
various per diem allowances. 31 
 32 

Total $31 $35 $39 $43 $47 
Breakfast $6 $7 $8 $9 $9 
Lunch $6 $7 $8 $9 $11 
Dinner $16 $18 $20 $22 $24 
Incidentals $3 $3 $3 $3 $3 
75% Travel Days Total $24.00 $27.00 $30.00 $33.00 $36.00 

   33 
The following reimbursement policies apply: 34 

• The M&IE per diem must correspond to the location specified for the overnight lodging. 35 
• Direct agency billing of meal expenses incurred during overnight travel, including 36 

charging meals to direct billed hotel rooms, is NOT permitted. 37 
• On a travel departure or return day, 75% of the per diem is allowable. [Ex:  ($31 - $3) x 38 

0.75 + $3] = $24 39 
 40 
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 1 
Over time Meals 2 
 3 
 In an approved exception to the State Travel Regulations, breakfast and dinner meal allowances 4 
will be paid during overtime work periods at a fixed dollar amount.  In instances where overtime 5 
resulted in starting work earlier than normal, an allowance of $4.00 for breakfast is permitted.  In 6 
instances where overtime resulted in working late, an allowance of $8.00 for dinner is permitted. 7 
 In instances where both starting work early and working late apply, a fixed amount of $12.00 8 
would apply for breakfast and dinner that day.  No receipt is required.  9 
 10 
The following criteria must be met to qualify for either breakfast or dinner meal reimbursement.  11 
Keep in mind that one of the first two bullets must be met in addition to the third bullet before 12 
you can receive meal reimbursement. 13 
 14 
• Breakfast-You must begin work prior to 6 am and your start time must be at least two hours 15 

before your normal day begins. 16 
• Dinner-You must return home after 7:30 pm and your ending time must be at least two hours 17 

after your normal quitting time. 18 
AND  19 

• You must work at least 10 consecutive hours between the hours of midnight to midnight.   20 
 21 
This does not include normal commuting time for office employees not on official overnight 22 
travel status. Time of departure or return must be stated on the travel reimbursement voucher.  23 
 24 
 25 
 26 
Lodging, Meals, &  Incidental Travel Expense Guideline Table (In-State) 27 

(If a location is not listed, the standard rate applies.) 28 

In-State Location 
Lodging Rate 

(excludes taxes &  
surcharges) 

Meals &  Incidental Rate 
(includes tips, taxes, personal 
telephone calls, laundry, &  

transpor tation to where meals are 
consumed) 

STANDARD $60 $31 

Exceptions   

Charlottesville (Albermarle) $65 $47 

Fredericksburg (Spotsylvania & 
Stafford Co.) 

$61 $31 

Lynchburg (Campbell) $65 $43 

Manassas  $70 $39 

Petersburg  $63 $35 

Richmond (1) $74 $43 
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Roanoke (City Limits) $68 $39 

Shenandoah (Page) (4/1-11/30) $84 $31 

Shenandoah (Page) (12/1-3/31) $60 $31 

Tidewater (2) (4/1 – 5/31) $101 $43 

Tidewater (2) (6/1-8/31) $133 $43 

Tidewater (2) (9/1-3/31) $67 $43 

Wallops Island (Accomack Co.)  (7/1 
– 8/31) 

$93 $39 

Wallops Island (Accomack Co.)   
(9/1– 6/30) 

$71 $39 

Warrenton (Fauquier) $73 $31 

Williamsburg (3) (4/1 – 8/31) $101 $43 

Williamsburg (3)  (9/1-3/31) $79 $43 

Wintergreen (Nelson) $76 $47 

Woodbridge (Prince William) $70 $39 

Washington D.C. Area (4) $153 $51 

(1) Richmond includes:  City of Richmond, Chesterfield, Goochland and Henrico Counties. 1 
(2) Tidewater includes:  Norfolk, Chesapeake, Portsmouth, Suffolk and VA Beach. 2 
(3) Williamsburg includes: James City, Hampton, Newport News, Poquoson and York County. 3 
(4) Washington D.C. includes:  Cities of Alexandria, Falls Church, Fairfax, & Counties of Arlington, Loudoun, 4 

and Fairfax. 5 
 6 

REVISED October  29, 2004 7 
 8 
 9 
 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
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FIELD OPERATIONS MANUAL 1 
 2 

PROCEDURE I I - 01 3 
For mer l y 022 4 

 5 
CONSUMER COMPLAI NT I NVESTI GATI ONS 6 
 7 
The i nvest i gat i on of  consumer  compl ai nt s ar e a ver y i mpor t ant  8 
aspect  of  a Food Saf et y Speci al i st =s dut i es.   Al l  compl ai nt s must  9 
be t hr oughl y i nvest i gat ed,  r egar dl ess of  i t s  nat ur e.   Of t en t i mes 10 
i t  i s  t he consumer  t hat  wi l l  i dent i f y a pr obl em,  per cei ved or  11 
ot her wi se,  i n an est abl i shment  or  pr oduct .   12 
 13 
When a compl ai nant  al l eges:  14 
 15 

1.  poor  f ood qual i t y,  or  16 
 17 
2.  poor  sani t ar y condi t i ons,  or  18 
 19 
3.  poor  f ood handl i ng condi t i ons,  or  20 
 21 

4. injury or illness from or unusual experience with a                     food product without 22 
substantial medical evidence    23 

 24 
The compl ai nt  wi l l  be i nvest i gat ed wi t hi n t en ( 10)  wor ki ng days 25 
f r om t he dat e t he compl ai nt  was r ecei ved by t he of f i ce.  26 

 27 
Under  unusual  c i r cumst ances your  r egi onal  manager  or  t hei r  28 
desi gnat ed r epr esent at i ve wi l l  assi gn a compl ai nt  whi ch wi l l  29 
r equi r e i mmedi at e i nvest i gat i on,  e. g.  conf i r med and document ed f ood 30 
bor ne i l l nesses or  i nj ur y,  or  a r epor t ed suspect ed t amper i ng ( FOM 31 
I - 02 appl i es) .  32 

 33 
Agency Responsi bi l i t i es:  34 
 35 

Al t hough anot her  agency may have r egul at or y cogni zance f or  a 36 
par t i cul ar  f ood pr oduct ,  we ar e r equi r ed t o det er mi ne i f  t he 37 
est abl i shment  i s or  i s not  r esponsi bl e f or  t he subj ect  compl ai nt .  38 
The f ol l owi ng gener al  gui del i nes ar e pr ovi ded:  39 

 40 
Mi l k:  I f  t he compl ai nt  r el at es t o condi t i ons at  t he r et ai l  f i r m 41 
( spoi l ed,  war m,  i mpr oper  r ot at i on,  et c)  we wi l l  i nvest i gat e.  I f  t he 42 
compl ai nt  does not  r el at e t o t he condi t i ons at  t he r et ai l  f i r m 43 
( chemi cal  t ast e,  f or ei gn mat t er ,  et c. )  We r ef er  t he compl ai nt  t o 44 
t he Heal t h Depar t ment  Mi l k Sani t at i on Pr ogr am i n Ri chmond.  45 

 46 
I ce Cr eam:  I f  t he compl ai nt  r el at es t o condi t i ons at  t he r et ai l  47 
f i r m we i nvest i gat e.   I f  t he compl ai nt  does not  r el at e t o 48 
condi t i ons at  t he r et ai l  f i r m,  we r ef er  i t  t o VDACS Dai r y Ser vi ces.  49 
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 1 
Meat  pr oduct :  I f  t he compl ai nt  concer ns a st or e- packaged pr oduct  or  2 
i s  r el at ed t o st or e pr act i ces,  we i nvest i gat e.  I f  t he pr oduct  i s 3 
pr e packaged,  and i s f r om a USDA i nspect ed f i r m,  we r ef er  i t  t o t he 4 
USDA Compl i ance Of f i cer  i n Ri chmond.  However ,  we may col l ect  5 
appr opr i at e sampl es at  t he r et ai l  f i r m,  and f or war d t he r esul t s t o 6 
USDA t o ai d t hei r  i nvest i gat i on.  7 

 8 
Food pr oduct s under  t he cogni zance of  t he Food & Dr ug 9 
Admi ni st r at i on ( FDA) :  I f  t he compl ai nt  concer ns a pr epackaged 10 
pr oduct  manuf act ur ed or  pr ocessed out si de of  Vi r gi ni a,  t he mat t er  11 
may be r ef er r ed t o t he FDA f or  f ol l ow up.  12 

 13 
When anot her  agency i s f ound t o be r esponsi bl e f or  t he compl ai nt ,  14 
you wi l l  not e i n your  compl ai nt  i nvest i gat i on summar y and make sur e 15 
i t  i s hi ghl i ght ed so t he of f i ce st af f  knows t o r ef er  t he compl ai nt .  16 

 17 
Compl ai nt  I nvest i gat i on:  18 

 19 
ALL COMPLAI NTS WI LL BE I NVESTI GATED!  The who,  what ,  when,  wher e,  20 
why and how wi l l  be consi der ed.   The scope of  t he i nvest i gat i on 21 
must  be compl et e enough t o det er mi ne t he scope and ext ent  of  t he 22 
adver se condi t i ons.  A Al i mi t ed@ i nspect i on of  t he r esponsi bl e ar ea 23 
may be r equi r ed t o det er mi ne a cause.   Det er mi ne i f  any 24 
obj ect i onabl e condi t i ons may have cont r i but ed t o t he compl ai nt ,  e. g 25 
di r t y equi pment ,  per sonal  hygi ene,  t emper at ur e abuse,  et c.  Al ways 26 
col l ect  a sampl e i f  i t  per t ai ns t o t he compl ai nt  and suppor t s your  27 
f i ndi ngs.  FOM I - 02,  Tamper i ng I nvest i gat i ons,  and FOM I I I - 05,  28 
Ret ai l  st or e i nspect i on cr i t er i a may appl y.  I nvest i gat i on at  t he 29 
manuf act ur i ng l evel  r equi r es t he same at t ent i on t o det ai l .   You 30 
wi l l  al ways det er mi ne f r om management  i f  t hey ar e of  awar e of  t he 31 
speci f i c  or  s i mi l ar  compl ai nt s.  32 

 33 
 34 
 35 

Revi sed November  17,  1999 36 
`  37 
 38 
 39 
 40 
 41 
 42 
 43 
 44 
 45 
 46 
 47 
 48 
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FIELD OPERATIONS MANUAL 1 
 2 

PROCEDURE I I - 02 3 
For mer l y 012 4 

 5 
SERVI CE SAMPLES ( UNOFFI CI AL SAMPLES)  6 
 7 
An i ncr ease i n publ i c awar eness concer ni ng f ood saf et y has r esul t ed 8 
i n a r i si ng number  of  r equest s f r om consumer s t o have t hei r  suspect  9 
pr oduct s t est ed.  10 
 11 
Per sons r equest i ng ser vi ce sampl e ( unof f i c i al  sampl e)  anal yses 12 
shoul d be handl ed as f ol l ows:  13 
 14 
1)  Li st en t o t he pr obl em t hey have encount er ed wi t h t he pr oduct  15 

and det er mi ne i f  we need t o handl e t he i nf or mat i on as a 16 
consumer  compl ai nt .  17 

 18 
2)  I n some i nst ances meet i ng wi t h t he consumer  at  t he f i r m,  t o 19 

exami ne t he pr oduct  i n quest i on,  may be appr opr i at e.   The 20 
i nspect or  and/ or  super vi sor  shoul d f i r st  det er mi ne i f  such a 21 
meet i ng i s necessar y,  and t hen deci de i f  t he ser vi ce sampl e 22 
shoul d be col l ect ed.   The compl ai nant  must  be advi sed t hat  no 23 
r egul at or y act i on can or  wi l l  be t aken based on t he r esul t s of  24 
a ser vi ce sampl e;  t he r esul t s ar e f or  i nf or mat i onal  pur poses 25 
onl y.   26 

 27 
 28 
3)   When you col l ect  a ser vi ce sampl e you must  f ol l ow t he st eps on 29 

t he at t ached page ent i t l ed “ Pr epar at i on of  Ser vi ce Sampl es 30 
Col l ect i on For m” .  31 

 32 
I f  ot her  st at e or  l ocal  of f i ci al s t ake cust ody of  a ser vi ce sampl e,  33 
you shoul d handl e t hat  per son i n t he same manner  as out l i ned above.  34 
 You shoul d al so advi se t hese of f i ci al s t hat  i t  i s not  our  st andar d 35 
pol i cy t o col l ect  unof f i c i al  sampl es.  36 
 37 
YOU SHOULD NOT TAKE CUSTODY OF A SERVI CE SAMPLE,  UNLESS I T HAS BEEN 38 
DETERMI NED THAT I T WI LL PROVI DE USEFUL I NFORMATI ON I N YOUR 39 
I NVESTI GATI ON OF THE MATTER AS A CONSUMER COMPLAI NT.  40 
 41 
 42 
 43 

Revised July 1999 44 
 45 

 46 
 47 
 48 
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FI ELD OPERATI ONS MANUAL 49 
 50 

 Pr ocedur e I I I - 01 51 
For mer l y 038 52 

 53 
VDACS AND FDA SEAFOOD HACCP PROGRAM 54 
 55 
Backgr ound 56 
 57 
The U. S.  Food and Dr ug Admi ni st r at i on ( FDA)  has f ul l y i mpl ement ed 58 
t he SEAFOOD HACCP Pr ogr am under  t he pr ovi s i ons of  t he Code of  59 
Feder al  Regul at i ons ( CFR)  Par t  123.   Under  t he t er ms of  t he 60 
cont r act  wi t h t he Vi r gi ni a Depar t ment  of  Agr i cul t ur e and Consumer  61 
Ser vi ces ( VDACS) ,  we have speci f i c r esponsi bi l i t i es t o addr ess FDA 62 
concer ns,  e. g.  t he devi at i ons i n t he est abl i shment =s seaf ood HACCP 63 
pl an.   Regul at or y ( enf or cement )  r esponsi bi l i t i es f or  t he SEAFOOD 64 
HACCP Pr ogr am ar e t hat  of  t he FDA.   Responsi bi l i t i es f or  Good 65 
Manuf act ur i ng Pr act i ces ( GMP)  under  t he cont r act  ar e t hat  of  VDACS 66 
and/ or  FDA.    67 
 68 
Some f i r ms may not  need a FDA r equi r ed HACCP pl an.   Regul at i ons 69 
r equi r e t he f i r m t o per f or m a hazar d anal ysi s,  but  do not  r equi r e 70 
i t  t o be i n wr i t i ng.   I f  no hazar ds have been i dent i f i ed,  no HACCP 71 
pl an i s needed.  72 
 73 
I nspect i on Pr ocedur e 74 
 75 
• Cur r ent l y,  est abl i shment s ( wi t hi n t he Commonweal t h of  Vi r gi ni a)  76 

t hat  pr ocess f i sh and/ or  f i sher y pr oduct s may be subj ect  t o 77 
Seaf ood HACCP i nspect i ons by VDACS Food Saf et y Speci al i st s.    78 

 79 
• Accor di ng t o t he Seaf ood HACCP r egul at i on,  t he t er m Apr ocessi ng@ 80 

i ncl udes t he f ol l owi ng t ypes of  oper at i ons:  handl i ng,  st or i ng,  81 
pr epar i ng,  headi ng,  evi scer at i ng,  shucki ng,  f r eezi ng,  changi ng 82 
i nt o di f f er ent  mar ket  f or ms,  manuf act ur i ng,  pr eser vi ng,  packi ng,  83 
l abel i ng,  docksi de unl oadi ng,  or  hol di ng.  84 

 85 
• The HACCP r egul at i ons do not  appl y t o:  ( a)  Har vest i ng or  86 

t r anspor t i ng f i sh or  f i sher y pr oduct s,  wi t hout  ot her wi se 87 
engagi ng i n pr ocessi ng ( b)  Pr act i ces such as headi ng,  88 
evi scer at i ng,  or  f r eezi ng i nt ended sol el y t o pr epar e a f i sh f or  89 
hol di ng on boar d a har vest  vessel  ( c)  The oper at i on of  a r et ai l  90 
st or e.  91 

 92 
• Addi t i onal l y,  f or  f i sh and f i sher y pr oduct s t hat  ar e subj ect  t o 93 

t he r equi r ement s of  t he l ow aci d canned f oods ( LACF)  r egul at i on 94 
21 CFR 113 or  t he aci di f i ed f oods r egul at i on 21 CFR 114,  t he 95 
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HACCP pl an need not  l i st  t he f ood saf et y hazar d associ at ed wi t h 96 
t he f or mat i on of  t he Cl ost r i di um bot ul i num t oxi n i n t he 97 
f i ni shed,  her met i cal l y seal ed cont ai ner ,  nor  l i s t  t he cont r ol s 98 
t o pr event  t hat  f ood saf et y hazar d.   A HACCP pl an f or  such f i sh 99 
and f i sher y pr oduct s shal l  addr ess any ot her  f ood saf et y hazar ds 100 
t hat  ar e r easonabl y l i kel y t o occur .    101 

 102 
• The i nspect i on wi l l  be di v i ded i nt o t wo ( 2)  par t s,  t he GMP 103 

i nspect i on and t he HACCP eval uat i on.   The cr i t er i a you use f or  104 
t he GMP i nspect i ons has not  changed.   Det ai l ed HACCP 105 
eval uat i ons of  seaf ood est abl i shment s wi l l  onl y be per f or med 106 
by VDACS Food Saf et y Speci al i st s when per f or mi ng cont r act ual  107 
i nspect i ons f or  t he USFDA.  108 
 109 

• Under  a cont r act  i nspect i on,  VDACS wi l l  conduct  a t r adi t i onal  110 
GMP i nspect i on and a compl et e eval uat i on of  t he f i r m=s HACCP 111 
pl an.     112 

 113 
• Under  an agr eement  i nspect i on,  VDACS wi l l  conduct  a 114 

t r adi t i onal  GMP i nspect i on and wi l l  onl y ver i f y t he pr esence 115 
or  absence of  t he f i r m=s HACCP pl an.     116 

 117 
Wr i t i ng t he I nspect i on Repor t  118 
 119 
For  a cont r act  i nspect i on:  120 
 121 
• On t he I nspect i on Repor t  beneat h ( i . e.  segr egat ed f r om)  t he 122 

r ecor ded GMP def i c i enci es t he HACCP pl an di scr epanci es shoul d 123 
be document ed.   The HACCP def i c i enci es wi l l  be l i s t ed under  124 
t he headi ng ATHE FOLLOWI NG DEFI CI ENCI ES WERE NOTED I N THE 125 
FI RM=S HACCP PLAN@ 126 

 127 
• For  f i r ms t hat  st at e a HACCP pl an i s not  r equi r ed,  128 

ver i f i cat i on by t he I nspect or  i s r equi r ed.   I f  t he I nspect or  129 
agr ees t hat  a HACCP pl an i s not  r equi r ed t hen t he st at ement  130 
AFi r m r epor t s t hat  a hazar d anal ysi s was made and no hazar ds 131 
wer e i dent i f i ed@ shoul d be put  on t he r epor t  ( segr egat ed f r om 132 
t he GMP def i c i enci es) .   I f  t he I nspect or  di sagr ees and f eel s 133 
t hat  a HACCP pl an i s needed,  i t  shoul d be document ed under  t he 134 
ADef i c i enci es Not ed@ headi ng.   135 

 136 
• I t  i s  accept abl e f or  t he f i r m t o make Aon t he spot @ 137 

cor r ect i ons t o t he HACCP pl an.   The HACCP devi at i ons st i l l  138 
need t o be document ed,  but  not e t hat  t he cor r ect i on was made.  139 
 Cor r ect ed HACCP devi at i ons wi l l  not  be consi der ed when 140 
eval uat i ng t he f i r m f or  f ol l ow- up.  141 



78 

 142 
• Onl y t he seaf ood pr oduct s pr ocessed or  handl ed by t he f i r m 143 

si nce December  18,  1997,  wi l l  be cover ed on t he HACCP pl an 144 
r evi ew.   I f  t he f i r m=s HACCP pl an i ncl udes a speci es of  145 
seaf ood t hat  has yet  t o be handl ed or  pr ocessed by t he f i r m,  146 
t hat  por t i on of  t he pl an shoul d not  be consi der ed i n t he 147 
eval uat i on.  148 

 149 
For  an agr eement  i nspect i on:  150 
 151 
• On t he I nspect i on Repor t  beneat h ( i e:  segr egat ed f r om)  t he 152 

r ecor ded GMP def i c i enci es t he pr esence/ absence of  t he HACCP 153 
pl an shoul d be document ed.   A s i mpl e st at ement  t hat  t he f i r m 154 
ei t her  does/ does not  have a HACCP pl an i s al l  t hat  i s  needed.  155 

 156 
• When encount er i ng a seaf ood est abl i shment  f or  whi ch no HACCP 157 

pl an i s r equi r ed pl ace t he f ol l owi ng st at ement  on your  158 
i nspect i on r epor t  ( segr egat ed f r om t he GMP vi ol at i ons) .   AFi r m 159 
r epor t s t hat  a hazar d anal ysi s was made and no hazar ds wer e 160 
i dent i f i ed@ 161 

 162 
• No addi t i onal  paper wor k i s r equi r ed,  onl y t he I nspect i on 163 

Repor t  and agr eement  cover sheet .  164 
 165 
 166 
Compl et i ng FDA cont r act  paper wor k 167 

 168 
• For  each HACCP i nspect i on,  i n addi t i on t o t he Ar egul ar @ FDA 169 

cont r act  f or ms,  e. g.  Cover sheet ,  NLEA,  GMP check l i s t ,  et c. ,  a 170 
wi l l  need t o be compl et ed and f i l ed wi t h t he VDACS I nspect i on 171 
Repor t .   ( Not e- I n addi t i on t o t he I nspect i on Repor t  a 172 
compl et ed copy of  t he Domest i c Seaf ood HACCP Repor t  must  be 173 
l ef t  wi t h f i r m management  at  t he end of  t he i nspect i on) .  174 

 175 
• For  f i r ms wi t h HACCP def i c i enci es,  t he I nspect or  MUST get  f r om 176 

management  a dat e when t he def i c i enci es wi l l  be cor r ect ed.   177 
Thi s dat e shoul d be no mor e t han t hi r t y ( 30)  days f r om t he 178 
dat e of  t he i nspect i on.   The I nspect or  wi l l  document  t hi s i n 179 
t he ADI SCUSSI ON  WI TH MANAGEMENT= bl ock on t he back of  t he GMP 180 
check sheet .  181 

 182 
• PAC codes.   On t he f r ont  page of  t he FDA cover sheet ,  t he HACCP 183 

and non- HACCP ( i e:  GMP sani t ar y i nspect i on)  component s of  t he 184 
i nspect i on need t o document ed separ at el y.  The GMP por t i on of  185 
t he i nspect i on wi l l  be r epor t ed under  PAC code 03S001.   The 186 
HACCP eval uat i on wi l l  be r epor t ed under  PAC code 03S002.   The 187 
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i nf or mat i on t hat  has t r adi t i onal l y been f i l l ed out  i n r el at i on 188 
t o a PAC code ( i e:  Pr ocess Code,  Est  Typ,  I nsp Basi s,  Empl  & 189 
pr oduct )  must  be f i l l ed out  f or  bot h codes.   I t  i s  i mpor t ant  190 
t o not e,  t hat  f or  t he t i me expended dur i ng t he i nspect i on,  PAC 191 
code 03S001 wi l l  i ncl ude t i me f or  t he GMP i nspect i on,  t r avel ,  192 
and admi ni st r at i ve wor k.   PAC code 03S002 wi l l  r ecor d onl y t he 193 
t i me spent  on HACCP eval uat i on.    194 

 195 
Cl assi f i cat i on I ssues ( For  t he I ni t i al  I nspect i on)  196 
 197 
FDA Agr eement  I nspect i on 198 
 199 
• The cl assi f i cat i on of  t he i nspect i on i s ONLY r el evant  t o t he 200 

GMP por t i on of  t he i nspect i on.   The pr esence or  absence of  a 201 
HACCP pl an wi l l  not  af f ect  t he over al l  i nspect i on 202 
cl assi f i cat i on.  203 

 204 
FDA Cont r act  I nspect i on 205 
 206 
The FDA has gr ouped HACCP def i c i enci es i nt o t hr ee ( 3)  cat egor i es:  207 
cr i t i cal ,  ser i ous,  and ot her  ( r ef er  t o t he at t achment  DOMESTI C 208 
FI SH AND FI SHERY PRODUCTS I NSPECTI ONS COMPLI ANCE PROGRAM 7303. 842 209 
f or  a l i s t  of  speci f i c  devi at i ons) .    210 
 211 
• Cr i t i cal  devi at i ons r ef er  t o t he absence of  cont r ol s whi ch ar e 212 

l i kel y t o r esul t  i n an adver se heal t h consequence.   Thi s t ype 213 
of  devi at i on t ends t o i nvol ve per f or mance ( e. g. ,  moni t or i ng a 214 
cr i t i cal  cont r ol  poi nt ) .  215 

 216 
• Ser i ous devi at i ons  r ef er  t o condi t i ons whi ch,  i f  l ef t  217 

uncor r ect ed,  j eopar di ze t he oper at i onal  or  per f or mance aspect s 218 
of  t he HACCP syst em and can be expect ed t o l ead t o cr i t i cal  219 
devi at i ons.   These devi at i ons t end t o i nvol ve paper - t ype 220 
pr obl ems ( e. g. ,  i nadequat e wr i t t en HACCP pl an;  r ecor d keepi ng 221 
i nadequaci es)  r at her  t han per f or mance.  222 

 223 
• Ot her  devi at i ons  ar e t hose t hat  ar e nei t her  cr i t i cal  or  224 

ser i ous.  225 
 226 
I f  t he HACCP pl an i s accept abl e ( no ser i ous or  cr i t i cal  227 
devi at i ons)  and t he GMP i nspect i on i s NAI ,  t he i nspect i on i s NAI .  228 
 229 
I f  t he HACCP pl an has ser i ous or  cr i t i cal  devi at i ons pr esent  and 230 
t he GMP i nspect i on i s NAI ,  t he i nspect i on i s VAI .   A f ol l ow- up 231 
i nspect i on shoul d be schedul ed f or  t hi r t y ( 30)  days.  232 
 233 
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I f  t he HACCP pl an i s accept abl e ( no ser i ous or  cr i t i cal  234 
devi at i ons)  and t he GMP i nspect i on i s v i ol at i ve,  t he i nspect i on 235 
i s  VAI / OAI ,  dependi ng on t he sever i t y and si gni f i cance of  t he GMP 236 
por t i on of  t he i nspect i on.   A f ol l ow- up i nspect i on shoul d be 237 
schedul ed i n accor dance wi t h cur r ent  pr act i ces.  238 
 239 
I f  t he HACCP pl an has ser i ous or  cr i t i cal  devi at i ons pr esent  and 240 
t he GMP i nspect i on i s v i ol at i ve,  t he i nspect i on i s VAI / OAI  ( OAI  241 
i s  r el evant  onl y t o t he GMP por t i on of  t he i nspect i on) .   A 242 
f ol l ow- up i nspect i on shoul d be schedul ed f or  t hi r t y ( 30)  days.  243 
 244 
For  c l assi f i cat i on pur poses,  when you encount er  est abl i shment s 245 
t hat  do not  r equi r e a HACCP pl an,  you wi l l  consi der  t he f i r m as 246 
AHACCP pl an i s accept abl e@ I F your  eval uat i on agr ees wi t h t he 247 
f i r m=s anal ysi s.   I f  your  i nspect i on and eval uat i on i ndi cat es 248 
t hat  a HACCP pl an i s needed,  you wi l l  consi der  t he f i r m as AHACCP 249 
pl an has ser i ous or  cr i t i cal  devi at i ons@.  250 
 251 
Fol l ow- Up I nspect i ons Due To HACCP Def i c i enci es 252 
 253 
• For  f i r ms ( cont r act  i nspect i ons)  wi t h ser i ous and/ or  cr i t i cal  254 

HACCP def i c i enci es,  t he f ol l ow- up i nspect i on wi l l  be conduct ed 255 
by VDACS.  256 

 257 
• The f ol l ow- up i nspect i on wi l l  be CONTRACT and al l  t he 258 

associ at ed paper wor k,  i ncl udi ng t he Domest i c Seaf ood HACCP 259 
Repor t ,  must  be compl et ed.  260 

 261 
• The f ol l ow- up i nspect i on wi l l  At ar get @ t he GMP vi ol at i ons and 262 

t he HACCP devi at i ons not ed on t he pr evi ous i nspect i on,  e. g.  263 
t he i nspect or  wi l l  onl y r ei nspect  t he condi t i ons wr i t t en up on 264 
t he pr evi ous I nspect i on Repor t  and t hen r evi ew t he HACCP pl an 265 
t o ver i f y t hat  t he necessar y cor r ect i ons have been made.  266 

 267 
 268 
Cl assi f i cat i on I ssues ( f or  t he f ol l ow- up i nspect i on)  269 
 270 
• I f  t he f ol l ow- up i nspect i on f i nds t he HACCP pl an st i l l  wi t h 271 

ser i ous and/ or  cr i t i cal  devi at i ons,  t he i nspect i on wi l l  be 272 
cl assi f i ed VAI - F.   The f i r m wi l l  be f or war ded t o FDA f or  273 
f ur t her  r egul at or y act i on.   Thi s wi l l  end VDACS i nvol vement  274 
r el at i ve t o t he HACCP def i c i enci es.  275 

 276 
• Ot her  s i t uat i ons ( i e:  GMP i nspect i on v i ol at i ve)  shoul d be 277 

handl ed accor di ng t o est abl i shed cr i t er i a.  278 
 279 
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We r eal i ze t hat  t hi s FOM wi l l  not  i ncl ude al l  s i t uat i ons t hat  you 280 
wi l l  encount er  i n per f or mi ng Seaf ood HACCP i nspect i ons.   281 
Quest i ons t hat  ar i se shoul d be di r ect ed t o your  Regi onal  Manager  282 
f or  r esol ut i on.  283 
 284 
 285 
Pendi ng r evi s i on August  99 286 
 287 
Dear Sir or Madam: 288 
 289 
Thank you for your inquiry regarding starting a food business. 290 
 291 
The following materials are enclosed:  a step by step guide to starting your food business, the 292 
Virginia Food Laws, Good Manufacturing Practices, and other appropriate information 293 
pertaining to your food business.   294 
 295 
If after reading the materials you have any questions, please contact Rick Barham at (757) 363-296 
3909.  If you wish to proceed further and are ready to send in the required information from Step 297 
1 in the Starting Your Food Business guide, please mail your packet to: 298 
 299 
VDACS-Office of Food Safety 300 
ATTN:  Rick Barham 301 
1444 Diamond Springs Road 302 
Virginia Beach, VA 23455-3363. 303 
 304 
Please be advised that section 398.1 of the Virginia Food Laws requires that your firm be 305 
inspected pr ior  to star ting your  food operation.  Be sure to include the Information Request 306 
Sheet with your packet so that your assigned Food Safety Specialist will know how to contact 307 
you for a follow up inspection. 308 
 309 
Please remember that we are here to assist you in any way. 310 
 311 
Sincerely, 312 
 313 
 314 
R. W. Davis 315 
Program Supervisor 316 
Office of Dairy & Foods 317 
 318 
 319 
Enclosures 320 

 321 

STARTING YOUR FOOD BUSINESS 322 
 323 
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 324 
The Virginia Department of Agriculture’s Food Safety Program is charged with ensuring a safe, 325 
wholesome and properly labeled food supply for the citizens of the Commonwealth.  The 326 
Program discharges this responsibility through conducting periodic unannounced inspections of 327 
food processors, food storage warehouses, and food retail stores.  The Program monitors the food 328 
supply by making these inspections and through the collection of food samples to be analyzed 329 
for pesticide residues, mycotoxins, microbiological contamination, filth, standards, and labeling. 330 
 331 
If you wish to begin a food processing operation the following information will need to be 332 
supplied to our office or to the inspector for evaluation prior to receiving an inspection. 333 
 334 
STEP 1 (Required Information) 335 
 336 
1. Diagram:  A complete diagram of your processing area including location of storage areas, 337 

processing equipment, sinks, and location of wells and/or drainfield, if applicable.   338 
 339 
2. Recipe of Your  Product: List the exact measurements of ingredients for each product 340 

proposed.  Include where the raw material is obtained, i.e., from a supermarket or fresh 341 
grown/harvested and indicate the name of the supply source.  Please mark this sheet “Trade 342 
Secret”  if you do not want this information subject to disclosure under the Virginia Freedom 343 
of Information Act.  See Example 1. 344 

 345 
3. A Process Flow Sheet:  This should be a detailed description of the processing steps in 346 

sequential order from raw material to finished product, including cooking times and 347 
temperatures.  See Example 2.   348 

 349 
4. List of Finished Products:  Include how the finished products are stored, transported and/or 350 

displayed (refrigerated or held at room temperature and how packaged) until it reaches the 351 
consumer, and where it is to be distributed. 352 

 353 
5. Labels of Your  Product:  Please submit samples of your labels.  If you have not yet ordered 354 

labels, a proposed mock label will suffice. It is recommended that you have your labels 355 
reviewed prior to ordering, to avoid financial loss if revision of the labels is required.  For net 356 
weight requirements, please call Weights and Measures at (804) 786-2476.  Additional 357 
labeling information can be obtained from www.fda.gov.  See labeling requirements and 358 
Examples 3, 4, & 5. 359 

 360 
6. Water  Sample:  A current bacteriological sample analysis of your water indicating 361 

potability if you are on a private supply, such as a well.  If you are on a public (municipal) 362 
supply, a sample analysis will not be necessary. 363 

 364 
7. Acidified Foods Only: If your proposal involves acidified foods (pickled products, salsa, 365 

pumpkin/sweet potato butter, barbecue sauces, chow-chow, relishes, hot pepper jelly, hot 366 
sauces, etc.), or products containing garlic in oil, your process must be reviewed and 367 
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approved by a competent processing authority, for safety purposes, and a copy of the 368 
approval letter furnished with your application.  A list of process approval sources is 369 
available upon request from the Office of Food Safety.  Virginia Tech also provides this 370 
service.  The contact person is Brian Yuan, who can be reached at 540/231-8697. See 371 
example 6 and 7 regarding process approval. If your products are deemed acidified then 372 
you must attend a Better Process School for certification. 373 

 374 
8. Product Code:  A product code should identify the product, production facility, date and 375 

year packed, and batch number.  Any method of coding that is recognizable by the processor 376 
is acceptable.  The product code allows record keeping and tracking of products in case of a 377 
recall.  An explanation of your product coding plan, if one is used, should be provided. A 378 
product code plan is required for acidified foods. 379 

 380 
9. Information Request Sheet:  Please submit the Information Request Sheet for a Food 381 

Processing Operation along with TWO COPIES of the above requested information on 8 ½” 382 
x 11" sheets of paper to the Food Office.   Include your name, the name of the proposed 383 
business, address, daytime phone number and time when you can be reached, in person. The 384 
submitted information must be reviewed before an inspection can be scheduled.  385 

 386 
** IMPORTANT:  TWO COPIES OF THE ABOVE REQUESTED INFORMATION, 387 
ALONG WITH THE INFORMATION REQUEST SHEET FOR A FOOD PROCESSING 388 
OPERATION, MUST BE SENT IN ON 8 ½”  X 11”  SHEETS OF PAPER TO THE FOOD 389 
OFFICE. 390 
 391 

STEP 2 392 

 393 
Provided the requested material has met proper requirements, a Food Safety Specialist will 394 
arrange a visit to your establishment and conduct an inspection based on the applicable laws and 395 
regulations. The general procedure is as follows: 396 
 397 
1. Overall Sanitation: Processing, storage, and any adjacent areas will be inspected for general 398 

sanitation, including for insects, rodents and pets. 399 
 400 
2. Raw Mater ials:  The raw materials storage areas will be inspected to ensure that the raw 401 

materials are adequately protected from possible contamination.   The Food Safety Specialist 402 
will also check raw ingredients for wholesomeness.   For operation from a home kitchen, it is 403 
recommended that separate storage for commercial raw ingredients from domestic or 404 
personal use ingredients be provided.  Raw ingredients that are capable of supporting the 405 
rapid and progressive growth of microorganisms (potentially hazardous foods, such as meats, 406 
eggs, dairy products, and seafood) will need to be maintained at an internal temperature of 407 
45°F or below.   408 

 409 
3. Refr igeration:  Domestic use of your home refrigerator along with the added burden of 410 
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commercial use often overloads the cooling capacity of the unit so that it is unable to render 411 
rapid and complete cooling.  A separate refrigerator of adequate capacity is often the best 412 
solution for the home processor.  The refrigerator you use should be equipped with an 413 
accurate thermometer for monitoring holding temperatures of food products, and such 414 
thermometers may be purchased at most hardware stores. 415 

 416 
4. Utensil/Equipment Storage:  Cleaning and sanitizing your equipment and utensils prior to 417 

using them is recommended.   In addition, we recommend a separate storage area for those 418 
utensils and equipment you plan to use for your home business from those you would use in 419 
your personal kitchen. 420 

 421 
5. Processing Control:  The Food Safety Specialist would like to be able to watch you as you 422 

process.  This would enable him/her to detect places in the process where the safety of the 423 
product might be compromised and suggest corrections. The following are some of the 424 
general items the Food Safety Specialist will check for while observing your operation:  425 
cross contamination; time/temperature abuses of potentially hazardous foods; improper 426 
thawing; failure to rapidly cool cooked potentially hazardous foods; failure to properly 427 
sanitize equipment and utensils; failure to wear the proper attire; failure to properly process 428 
or seal finished product; etc.  429 

 430 
6. Plumbing:  Food manufacturing operations must be properly plumbed with hot and cold 431 

water under pressure and have adequate facilities for cleaning equipment.  For proper 432 
sanitization, a 3-compartment sink is recommended, although, a 2-compartment sink can 433 
suffice. A conveniently located hand washing sink and a toilet facility of sanitary design is 434 
also required. 435 

 436 
7. Finished Product Storage:  Adequate storage that will protect the finished product from 437 

contamination should be provided.  Example:  Raw vs. Cooked. 438 
 439 
8. Record Keeping, Package &  Label Review:  Where required by regulation, the appropriate 440 

records and labels should be maintained in good order and readily accessible for the Food 441 
Safety Specialist’s review.  442 

 443 
9. Changes in Process/Addition of Products:  If you would like to make and sell additional 444 

food items, please send TWO copies of the new items, along with how the product is made, 445 
to the Virginia Department of Agriculture at the address listed on the cover page of this 446 
packet PRIOR to selling the said items.  The same would hold true for any changes in your 447 
original process.   448 

 449 
 450 
Product Liability Insurance--- This is not required by any law or regulation, but is something no 451 
processor especially smaller ones should be without. 452 
 453 
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Example 1 454 
 455 

1A.   Trade Secret 456 
 457 
 Recipe:  Toll House Chocolate Chip Cookies 458 
 459 
 2 ¼ c. all purpose flour 460 
 1 tsp. Baking soda 461 
 1 tsp. Salt 462 
 1 c. shortening 463 
 ¾ c. granulated sugar 464 
 ¾ c. brown sugar 465 
 1 tsp. Natural vanilla 466 
 2 eggs 467 
 2 c. semi-sweet chocolate morsels 468 
 1 c. chopped nuts 469 
 470 

2A. Recipe:  Dill Pickles 471 
 472 
 2 ¼ lbs of 4 inch pickling cucumbers 473 
 3 ¾ c. water 474 
 3 ¾ c. white vinegar 475 
 6 Tbsp. Pickling salt 476 
 6-8 Tbsp. dill seed 477 
 1 Tbsp. Mustard seed 478 

479 
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Example 2 479 
 480 

2A. Flow Char t of Method of Making Toll House Cookies 481 
 482 

1. Wash and sanitize utensils and preparation area. 483 
2. Assemble ingredients and equipment. 484 
3. Preheat oven to 375°F. 485 
4. Combine flour, baking soda, and salt in small bowl. 486 
5. Beat butter, granulated sugar, brown sugar, and vanilla in large mixer bowl. 487 
6. Add eggs one at a time to butter/sugar mixture, beating well after each addition. 488 
7. Gradually beat in flour mixture. 489 
8. Stir in chocolate morsels and nuts. 490 
9. Drop by rounded tablespoons onto greased baking sheet. 491 
10. Bake at 375°F for 9-11 minutes or until golden brown. 492 
11. Let cool for 2 minutes, then remove to wire racks to cool completely. 493 
12. After cookies have cooled, place in packages. 494 

 495 
2B. Flow Char t of Method of Making Dill Pickles 496 

 497 
1. Wash and sanitize utensils and preparation area. 498 
2. Assemble ingredients and equipment. 499 
3. Wash cucumbers thoroughly with a vegetable scrub brush, remove stems and cut off a 500 

slice from each end. 501 
4. Combine water, vinegar, and pickling salt in a saucepan and heat until the mixture boils 502 

to prepare the brine. 503 
5. Pack the cleaned cucumbers loosely into hot, clean pint canning jars, leaving ½ inch of 504 

headspace. 505 
6. Add 3-4 tsp. of dill seed and a ½ tsp. of mustard seed to each jar. 506 
7. Using a wide-mouth plastic funnel, ladle the hot brine over the cucumbers. 507 
8. Remove the funnel and work a narrow rubber spatula around the jar’s sides to release 508 

trapped air bubbles.   509 
9. Add additional brine if needed to maintain the ½ inch headspace. 510 
10. Wipe the jar and rim with a clean, damp paper towel. 511 
11. Place a prepared lid and screw band on the jar and tighten. 512 
12. Place each jar into the canner as it is filled.  The jars should not touch. 513 
13. Cover the canner and process filled jars in boiling water for 10 minutes…begin counting 514 

the processing time when the water is boiling. 515 
14. Let jars cool and then check lids for proper sealing. 516 
15. Label and let stand one week before using. 517 

518 
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Example 3 518 
 519 
3A. Label for  Toll House Chocolate Chip Cookies 520 
 521 

 522 
TOLL HOUSE CHOCOLATE CHIP COOKIES 523 

 524 
Ingredients:  Bleached, enriched wheat flour (bleached wheat flour, malted barley flour, 525 
niacin, iron, thiamin mononitrate, riboflavin, folic acid), semi-sweet chocolate chips 526 
(sugar, chocolate, cocoa butter, milkfat, soy lecithin-an emulsifer, natural and artificial 527 
flavor), pecans, vegetable shortening (partially hydrogenated soybean and cottonseed 528 
oils, mono and diglycerides), sugar, brown sugar (sugar, cane molasses), eggs, sodium 529 
bicarbonate, salt, vanilla. 530 

 531 
Grannie’s Cookies, 111 Happy Lane, Anytown, VA 22554 532 

 533 
Net wt. 10 oz (283 grams) 534 

 535 
 536 

3B. Label for Dill Pickles 537 

 538 
 539 

DILL PICKLES 540 
 541 
Ingredients:  Cucumbers, water, white distilled vinegar (5%, 50 grain acidity), pickling 542 
salt, dill seed, mustard seed. 543 
 544 

Just Like Mom’s, 12345 Memory Lane, Hometown, VA 22319 545 
 546 

Net wt. 16 oz. (454 grams) 547 
 548 
 549 

 550 
 551 

552 
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Example 4:  Nutr itional Labeling Exemptions for  Small Businesses 552 
 553 
You are exempt if: 554 
 555 

# of Full Time Employees Units of Food 
<300 <600, 000 
<300 <400, 000 
<200 <200, 000 
<100 <100, 000 
<10 <10,000**  

 556 
**You do not need to file for an exemption. 557 
 558 
If you meet the above criteria and do not wish to put nutritional labeling on your product, you 559 
will need to file for an exemption.  To do this, you must submit: 560 
 561 
1.  The name and place of business 562 
2.    The number of employees 563 
3.    A product by product list of food items with the number of units produced for each 564 
   565 
        to the following address:   Office of Food Labeling 566 
     HFS-810 567 
     FDA 568 
     5100 Paint Branch Prkwy  569 
     College Park, MD 20740 570 

571 
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Example 5:  Labeling Requirements 571 
 572 

Product Name: 573 
 Must be on the front panel. 574 

Must be an accurate description of the product. 575 
Must be in bold print. 576 
Must be the largest type on the panel. 577 
 578 

Net Weight: 579 
Please contact Weights and Measures for net weight quantity requirements at (804) 786-580 
2476. 581 

 582 
AGAIN, PLEASE NOTE THAT THE PRODUCT NAME AND THE NET WEIGHT 583 
STATEMENT ARE THE TWO ITEMS THAT ARE REQUIRED TO BE ON THE FRONT 584 
PANEL. 585 
 586 
Ingredients Statement: 587 

Can be on the front panel if desired.  If the vendor elects not to place the statement on the 588 
front panel, then it must be on the panel or display area directly to the right of the front 589 
panel.  In extreme instances where this space is not available or where it is not feasible to 590 
place the information to the right (i.e. the package is extremely thin, with little of no side 591 
panel), one may proceed directly to the right of the unavailable panel.   592 

  593 
There must be a parenthetical listing of ingredients in most instances. 594 
 595 
Ingredients must be listed in descending order of predominance (most first and least last). 596 
 597 
Minimum size for ingredients is 1/16 of an inch in height.  There is no maximum size 598 
limit.   599 

 600 
 601 
Name and Address of Manufacturer , Distr ibutor , or  Packer : 602 

Can be on the front panel, if desired.  If the vendor elects not to place the statement on 603 
the front panel, then it must be on the panel or display area directly to the right of the 604 
panel.  In extreme instances where this space is not available or where it is not feasible to 605 
place the information to the right (i.e. the package is extremely thin with little of no side 606 
panel), one may proceed directly to the right of the unavailable panel. 607 
 608 
Minimum size for manufacturer name and address is 1/16 of an inch.  There is no 609 
maximum size limit. 610 
 611 
Manufacturer name and address must be placed together (they must not be separated). 612 

 613 
Nutr itional Labeling Information: 614 
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Can be on the front panel, if desired.  If the vendor elects not to place the information on the 615 
front panel, then it must be on the panel or display area directly to the right of the front panel.  616 
In extreme instances where this space is not available or where it is not feasible to place the 617 
information to the right (i.e. the package is extremely thin with little of no side panel), one may 618 
proceed directly to the right of the unavailable panel.  See example #4 to see if the product 619 
qualifies for  an exemption from this labeling.  620 
 621 
Example 6:  Acidified Food Process Approval 622 
 623 
The Acidified Foods Regulations require that a qualified person who has expert knowledge 624 
establish the scheduled process for an acidified food. 625 
 626 
An approved process can be obtained in the following way: 627 
 628 

1. Submission to a competent processing authority: 629 
 630 
If a processor has an unapproved recipe and process, he should submit that recipe and 631 
process to a competent processing authority for their review.  The processing authority, if he 632 
determines that the process is safe, should furnish a letter stating that fact.  The processor 633 
must then follow the approved process exactly.  The processor may contact a commercial 634 
establishment that reviews processes and tests products for pH.  We have compiled a list of 635 
laboratories and processing authorities that offer food product testing.  We will provide this 636 
to you, the processor, upon request.  The processor may contact these establishments to 637 
inquire about the cost and availability of a process review. 638 

 639 
A viable alternative to a commercial process review is to request a process review via the 640 

Food Science Department at Virginia Tech.  For further information concerning this service, 641 

you may contact Mr. Brian Yaun at 540-231-8697 (please see Example 7). 642 

 643 
 644 

 645 
 646 
  647 
 648 
 649 
 650 
 651 
 652 
 653 
 654 
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Information Request Sheet for  a Food Processing Operation 655 
 656 
 657 

Name_________________________________________________________________________ 658 
 (First)    (Middle)    (Last) 659 
 660 

Address_______________________________________________________________________ 661 
 (Physical Street Address) (City)  (State)  (Zip Code) 662 
 663 

Mailing Address, if different from above_____________________________________________ 664 
______________________________________________________________________________ 665 

 666 
Phone#________________________________________________________________________ 667 

  (Home)     (Work) 668 
Please circle daytime phone number where you can be reached. 669 

 670 
E-mail address__________________________________________________________________ 671 

 672 
Name of firm___________________________________________________________________ 673 

 674 
List of all products produced______________________________________________________ 675 
______________________________________________________________________________676 
______________________________________________________________________________677 
______________________________________________________________________________678 
______________________________________________________________________________679 
______________________________________________________________________________680 
__________________________________________ 681 

 682 
Place and location of product distribution____________________________________________ 683 

 684 
Water supply (please check one):  Private well___________  Public____________ 685 
 686 
If you have a private well, what type (bored, drilled, etc.)____________________ 687 

 688 
Sewage disposal (please check one):  Private_____________  689 
 690 
 691 
 692 
 693 
 694 
 695 
 696 
 697 
 698 
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FIELD OPERATIONS MANUAL 699 

  700 
PROCEDURE III-02 701 

For mer l y 13 702 
 703 

IN-HOME FOOD MANUFACTURING OPERATIONS  704 
 705 
 706 
An opinion by the Assistant Attorney General assigned to this Department indicates that the 707 
Virginia Food Laws and related regulations do not prohibit the home manufacture of food 708 
products for sale to the public. Each home operation is to be evaluated on it's individual merits as 709 
to it's suitability for the commercial production of food products. 710 
 711 
When you eval uat e a home oper at i on you wi l l  use t he Vi r gi ni a Food 712 
Laws and whi ch ever  of  t he Feder al  r egul at i ons we have adopt ed t hat  713 
i s  appl i cabl e.  For  t he most  par t  you wi l l  use Par t  110,  Cur r ent  714 
Good Manuf act ur i ng Pr act i ce i n Manuf act ur i ng,  Packi ng or  Hol di ng 715 
Human Food.  Ther e wi l l  be i nst ances wher e ot her  r egul at i ons wi l l  716 
appl y.  Many of  t he ot her  r egul at i ons set  gener al  st andar ds of  717 
i dent i t y f or  pr oduct s.  When you ar e i nspect i ng a home manuf act ur er  718 
pr oduci ng a pr oduct  cover ed by one of  t he r egul at i ons be sur e you 719 
ar e ent i r el y f ami l i ar  wi t h t hat  r egul at i on and ut i l i ze i t  when 720 
maki ng your  eval uat i on and\ or  i nspect i on.  721 
 722 
The bel ow r egul at i ons may appl y t o home oper at i ons of  cer t ai n 723 
f oods.   Each Food Saf et y Speci al i st  i s  r esponsi bl e f or  bei ng 724 
f ami l i ar  wi t h t hese r egul at i ons.  725 
 726 

Par t  110,  Cur r ent  Good Manuf act ur i ng Pr act i ce I n 727 
Manuf act ur i ng,  Packi ng or  Hol di ng Human Food   728 
 729 
Par t  114,  Aci di f i ed Foods 730 
 731 
Not e:  The pr ocessi ng of  l ow aci d canned f oods and wat er  732 
bot t l i ng ar e consi der ed as not  f easi bl e i n a home.  733 
 734 
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We have put together an information package containing the Virginia Food Laws, 735 
Part 110-Good Manufacturing Practices, a “ Starting Your Food Business”  guide 736 
(included as an attachment to this FOM), food safety literature and other 737 
information deemed necessary for prospective home operators.  738 

 739 

NOTE: The home operator is required to provide the Office or the Inspector with certain 740 
process documentation (as enumerated in the Starting Your Food Business guide) for 741 
evaluation prior to receiving an inspection of their facility.  742 

 743 
ADMI NI STRATI VE GUI DELI NES 744 
 745 
Home Oper at i ons t hat  pr oduce a l ow vol ume of  f ood pr oduct  746 
( t hi s woul d appl y t o most  home oper at i ons)  whi ch ar e al so 747 
excl usi vel y pr ocessi ng non- pot ent i al l y hazar dous f oods may be 748 
schedul ed f or  a 24- 36 mont h  f ol l ow- up.  Of  cour se t hi s i s 749 
opt i onal  and depends on t he exi st i ng ci r cumst ances wi t hi n each 750 
Food Saf et y Speci al i st ’ s t er r i t or y.  Any i nspect i on 751 
pr eci pi t at i ng a 24- 36 mont h f ol l ow- up shoul d be cl assi f i ed 752 
NAI .   Fur t her mor e,  you may onl y assi gn a 24- 36 mont h f ol l ow- up 753 
t o your  home pr ocessor  af t er  you have per f or med an i nspect i on 754 
of  t he oper at i on and have pr ovi ded t he r equi r ed i nf or mat i on 755 
i ndi cat ed i n t he f ol l owi ng par agr aph.  756 
 757 
Af t er  compl et i ng an i nspect i on of  a home oper at i on you wi l l  758 
need t o pl ace t he phr ase,  “ home oper at i on”  di r ect l y beneat h 759 
t he CFN i n t he upper  l ef t  hand cor ner  of  t he i nspect i on 760 
r epor t .  Pl ease not e t hat  t hi s r equi r ement  appl i es t o al l  home 761 
oper at i ons and not  j ust  t hose whi ch meet  t he l ow vol ume/ non-762 
pot ent i al l y hazar dous f oods r equi r ement  not ed above.  Not  onl y 763 
does suppl y i ng t hi s i nf or mat i on al l ow you t o i ni t i at e t he 2 764 
year  f ol l ow- up pr ot ocol - i t  al so al l ows us t he capabi l i t y  t o 765 
separ at e t ypi cal  f ood pr ocessor s f r om “ home oper at i on”  f ood 766 
pr ocessor s on our  mai nf r ame syst em.   I n addi t i on t o pr ovi di ng 767 
t he Food Saf et y Speci al i st  wi t h gr eat er  r eschedul i ng 768 
f l exi bi l i t y ,  t hi s al t er at i on t o our  syst em wi l l  al l ow us t o 769 
mor e accur at el y assess t he f ood pr ocessor s i n t he Commonweal t h 770 
and wi l l  pr ovi de f or  a gr eat er  degr ee of  r ef i nement  dur i ng 771 
t er r i t or y r est r uct ur i ng.   772 
  773 
Fi nal l y,  as you ar e i nspect i ng your  home pr ocessi ng oper at i ons 774 
pl ease t ake not e of  t he assi gned CFN.  I f  t he CFN pr ef i x does 775 
not  accur at el y r ef l ect  t he nat ur e of  t he home oper at i on ( i . e.  776 
r et ai l  CFN vs t he appr opr i at e pr ocessor  CFN) ,  al er t  us v i a a 777 
shor t  not e di r ect l y beneat h t he CFN i n t he upper  l ef t  hand 778 
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cor ner  of  t he i nspect i on r epor t .  The not e shoul d st at e,  779 
“ Change CFN”  and shoul d f ur t her  i ndi cat e why t he CFN shoul d be 780 
changed.  781 
 782 

The above will allow all of you an additional allotment of time that can be directed towards 783 
monitoring those establishments that are more “critical”  with respect to potential impact on 784 
public health. 785 

 786 

DETERMINING FIRM STATUS-OUT OF BUSINESS 787 

 788 

Generally speaking, most home operations do not operate during traditional business hours.  789 
Many of these firms may only operate in the evening, on weekends or be seasonal in nature.  790 
Consequently, finding the firm open for inspection and/or determining its status can be 791 
difficult. 792 

 793 

The following protocol should be followed prior to placing a firm out of business (i.e. OOB). 794 
 The Food Safety Specialist should make several attempts to inspect the firm, including 795 
calling the firm to set up an appointment.  Inspectors should call at different times, including 796 
the evening, when attempting to contact firms.  If contacting the firm is unsuccessful and 797 
there is no evidence that the firm is in business (i.e. none of their product seen in commerce) 798 
then place the firm OOB. 799 

 800 
 801 

      802 
 803 

At t achment :   St ar t i ng Your  Food Busi ness Gui de 804 
 805 

 806 
Revi sed Mar ch 7,  2002 807 

 808 
 809 
 810 
 811 
 812 
 813 
 814 
 815 
 816 
 817 
 818 
 819 
 820 
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FI ELD OPERATI ONS MANUAL 821 
 822 

PROCEDURE I I I - 03 823 
For mer l y 18 824 

SEAFOOD PEDDLERS 825 
 826 
I n or der  t o mor e uni f or ml y r egul at e t hose per sons who sel l  827 
seaf ood f r om t he back of  t r ucks,  et c. ,  pl ease use t he f ol l owi ng 828 
gui del i nes:  829 
 830 
a.  Al l  seaf ood peddl er s must  have adequat e means t o r ef r i ger at e 831 

t hei r  pr oduct s.  832 
b.  Seaf ood pr oduct s must  be adequat el y pr ot ect ed f r om possi bl e 833 

cont ami nat i on.   No open di spl ay of  r aw pr oduct .  834 
c.  Seaf ood peddl er s who do not  have adequat e c l eani ng equi pment  835 

and hand washi ng f aci l i t i es can sel l  t he f ol l owi ng:  836 
 837 

i .  Whol e uncl eaned f i sh.  838 
i i .  Pr epackaged uni t s of  seaf ood pr oduct s.  839 
i i i .  Oyst er s i n t he shel l  f r om appr oved sour ces.  840 
i v .   Li ve Cr abs.  841 
v.  Unshel l ed bul k r aw shr i mp.  842 

They may not :  843 
i  Dr ess or  f i l l et  f i sh.  844 
i i  Di p oyst er s.  845 
i i i  Shuck oyst er s.  846 
i v  Handl e unpackaged peel ed and de- vei ned r aw or  cooked 847 

shr i mp.  848 
v.  Handl e or  sel l  unpackaged f i sh f i l l et s.  849 

 850 
d.  Seaf ood peddl er s who pr ocess seaf ood must  have on boar d 851 

t hei r  vehi c l es t he same gener al  sani t ar y f aci l i t i es as ar e 852 
usual l y f ound i n r et ai l  seaf ood mar ket s,  i . e.  hot  and col d 853 
r unni ng wat er ,  equi pment  s i nk,  handwashi ng f aci l i t i es,  854 
pr oper  dr ai nage and wast ewat er  hol di ng f aci l i t i es.   They 855 
must  have conveni ent  access t o a f unct i onal  r est  r oom/ t oi l et  856 
f aci l i t i es.  857 

e.  Al l  seaf ood peddl er s who deal  i n pr epackaged pr oduct s must  858 
meet  t he cust omar y l abel i ng r equi r ement s of  t he Vi r gi ni a 859 
Food Laws.  860 

f .  Dr essed f i sh or  headed r aw shr i mp can be sol d unpackaged,  i f  861 
i t  i s  pr ocur ed f r om t hei r  vendor  i n t hat  condi t i on.   I f  t he 862 
pr oduct  i s pr ocessed i n a home oper at i on,  I N HOME 863 
MANUFACTURI NG OPERATI ONS,  FOM I I I - 02 wi l l  appl y.  864 

 865 
 866 
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Cr ab vendor s  ar e c l assi f i ed as SEAFOOD PEDDLERS and ar e cover  867 
under  t hi s Fi el d Oper at i ons Manual  ( FOM)  I I I - 3.  Your  at t ent i on i s 868 
i nvi t ed t o par agr aph d.  f or  peddl er s who pr ocess seaf ood.   869 
Basi cal l y,  t hey shoul d compl y wi t h t he same st andar ds t hat  appl y 870 
t o a r et ai l  seaf ood mar ket  wi t h or  wi t hout  f ood ser vi ce.  Unl ess 871 
t he vendor  or  oper at or  i s abl e t o f ul l y  compl y wi t h t hi s FOM,  872 
t hey shoul d not  st eam cr abs on t he r oadsi de.  Al so,  i n or der  f or  873 
an i ndi v i dual  t o sel l  cr abs he has caught ,  t hey must  possess a 874 
l i cense i ssued by t he Vi r gi ni a Mar i ne Resour ce Commi ssi on ( VMRC)  875 
and shoul d be abl e t o show t hei r  l i cense.  I n f act ,  any per son who 876 
sel l s r aw seaf ood pr oduct  shoul d be l i censed by VMRC.  Thi s 877 
appl i es equal l y t o f r esh and sal t - wat er  seaf ood pr oduct s.  VMRC 878 
has r equest ed t hat  i f  you encount er  any oper at or s,  who ar e 879 
unl i censed,  t hey wi l l  i nvest i gat e and t ake appr opr i at e act i on.  880 
VMRC has expr essed an i nt er est  i n t hi s mat t er  of  l i censi ng.    As 881 
a mat t er  of  i nf or mat i on,  t he cr ab st eamer  oper at or ,  wi l l  be 882 
unabl e t o come under  t he j ur i sdi ct i on of  t he heal t h depar t ment  883 
si nce t hei r  r equi r ement s essent i al l y  mi r r or  our s f or  a r et ai l  884 
oper at i on’ s f ood ser vi ce.                         885 
When an i nspect i on of  cr ab vendor s who ar e st eami ng cr abs on t he 886 
r oad si de,  be sur e t o document  t he vehi c l e l i cense number ,  t he 887 
oper at or s phone number ,  t he VMRC l i cense number ,  and ask f or  t he 888 
i ndi v i dual s dr i ver ’ s l i cense t o i nsur e t hat  you pr oper l y i dent i f y 889 
t he i ndi v i dual .   Remember  t hat  t he i ndi v i dual  i s  not  r equi r ed t o 890 
show hi s dr i ver ’ s l i cense t o you.   Si mpl y i ndi cat e t o t he 891 
oper at or  t hat  you want  t o be sur e t o have al l  t he cor r ect  892 
i nf or mat i on f or  your  r epor t .  893 
The compl i ance act i on f or  cr ab vendor s i s as f ol l ows:  894 
 895 

a.  The f i r st  encount er  t hat  i s  not  i n compl i ance wi l l  be 896 
cl assi f i ed as VAI ,  and t he cogni zant  r egi onal  of f i ce wi l l  i ssue a 897 
l et t er  of  i nf or mat i on ( at t ached t o t he end of  t hi s FOM) .   A 898 
f ol l ow up vi s i t  wi l l  be i n t hi r t y ( 30)  days.   899 
 900 

b.  I f  t he f i r m i s st i l l  oper at i ng af t er  t hi r t y ( 30)  days,  901 
t he cogni zant  f i el d super vi sor  wi l l  make a v i s i t  t o di scuss t he 902 
oper at i on.  903 
 904 

c.  I f  t he f i r m st i l l  cont i nues t o oper at e,  al l  t he COOKED 905 
pr oduct  wi l l  be sei zed.  906 
 907 
These gui del i nes ar e t o be used as an ai d i n i nt er pr et i ng t he 908 
Vi r gi ni a Food Laws as t hey appl y t o seaf ood peddl er s.   I f  any 909 
unusual  c i r cumst ances ar e encount er ed,  pl ease di scuss t hem wi t h 910 
your  Regi onal  Manager .  911 
 912 
Revi sed Jul y 14,  2000  913 

914 
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The below information letter is a sample that will be sent to the crab vendors who are not in 914 

compliance. 915 

 916 
 917 
Mr .  * * * * * * * ,  Owner / Oper at or  918 
* * * * * * * ,  Vi r gi ni a  * * * * *  919 
Dear  * * * * * * * :  920 
 921 
On * * * * * * * ,  Seni or  Food Saf et y Speci al i st  * * * * * * * ,  of  t hi s 922 
Depar t ment  conduct ed an i nspect i on of  your  r et ai l  cr ab st eami ng 923 
oper at i on,  l ocat ed at  * * * * * * * ,  * * * * * * * ,  Vi r gi ni a.   Dur i ng t hat  924 
i nspect i on,  i t  was obser ved t hat  t he oper at i on was not  i n 925 
compl i ance wi t h t he VI RGI NI A FOOD LAWS.   Addi t i onal l y,  ot her  926 
st at e agenci es and l aws may have l egal  power s over  your  927 
oper at i on.  928 
 929 
The pr oper  st or age,  pr epar at i on,  ser vi ng and t he cl eani ng and 930 
sani t i z i ng of  f ood cont act  sur f aces i s essent i al  t o i nsur e a saf e 931 
and whol esome f ood pr oduct .   Pl ease be advi sed t hat  f ai l ur e t o 932 
pr oper l y pr ot ect  your  f ood pr oduct  f r om cont ami nat i on wi t h f i l t h,  933 
or  cause t he pr oduct  t o be i nj ur i ous t o heal t h i s a ser i ous 934 
vi ol at i on of  t he VI RGI NI A FOOD LAWS.  935 
 936 
For  your  i nf or mat i on,  we have encl osed copi es of  t he VI RGI NI A 937 
FOOD LAWS,  t he RULES AND REGULATI ONS PERTAI NI NG TO THE SANI TARY 938 
AND OPERATI NG REQUI REMENTS I N RETAI L FOOD STORES,  and our  939 
br ochur e on SANI TI ZI NG.  940 
 941 
Thi s l et t er  of  i nf or mat i on i s bei ng pr ovi ded t o you wi t h t he 942 
pur pose of  achi evi ng f ut ur e and cont i nuous compl i ance wi t h t he 943 
pr ovi s i ons of  t he VI RGI NI A FOOD LAWS and appl i cabl e r egul at i ons.  944 
 Shoul d compl i ance not  be f or t hcomi ng,  addi t i onal  r egul at or y 945 
act i on may be necessar y.  946 
 947 
I f  you have any f ur t her  quest i ons,  pl ease f eel  f r ee t o cont act  948 
I nspect or  or  me * * * * * * *  at  ( * * * ) * * * - * * * * .  949 
 950 

Si ncer el y 951 
 952 

 953 
* * * * * * * * * * * * * * * * * * *  954 
* * * * * * * * * * * * * * * * * * *  955 
Food Saf et y Pr ogr am 956 

 957 
Encl osur es 958 
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 959 
cc:  960 
 I nspect or  * * * * * * *  961 
* * * * * * * ,  Regi onal  Manager  962 
Est abl i shment  f i l e 963 
 964 
 965 
 966 
 967 
 968 
 969 
 970 
 971 
 972 
 973 
 974 
 975 
 976 
 977 
 978 
 979 
 980 
 981 
 982 
 983 
 984 
 985 
 986 
 987 
 988 
 989 
 990 
 991 
 992 
 993 
 994 
 995 
 996 
 997 
 998 
 999 
 1000 
 1001 
 1002 
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FIELD OPERATIONS MANUAL 1003 
 1004 

PROCEDURE I I I  -  04 1005 
For mer l y 001 1006 

 1007 
SWOLLEN CANS 1008 
 1009 
I f  you encount er  swol l en canned f ood pr oduct s,  you shoul d:  1010 
 1011 

1)  have t hem vol unt ar i l y  dest r oyed 1012 
or  1013 

2)  sei ze and sampl e t hem 1014 
 1015 
I t  i s  pr ef er abl e t o have t he pr oduct  vol unt ar i l y  dest r oyed 1016 

si nce l abor at or y anal ysi s does not  al ways r eveal  t he cause of  t he 1017 
abnor mal i t y.  Swol l en canned f ood pr oduct s shoul d never  be consumed,  1018 
si nce t hey i ndi cat e i mpr oper  pr ocessi ng and/ or  handl i ng.  Such 1019 
i mpr oper  pr ocessi ng or  handl i ng coul d al l ow t he f or mat i on of  1020 
C. bot ul i num t oxi n.  1021 

 1022 
Dur i ng i nspect i ons of  any est abl i shment  i f  mul t i pl e cases of  1023 

swol l en canned f ood pr oduct s ar e encount er ed,  or  i f  you encount er  a 1024 
canned f ood pr oduct  t hat  has had a r epeat ed hi st or y of  bei ng f ound 1025 
i n a swol l en condi t i on,  t he f ol l owi ng i nf or mat i on shoul d be 1026 
obt ai ned:  1027 

 1028 
1)  The name and i dent i f i cat i on of  t he pr oduct .  1029 
 1030 
2)  The name and addr ess of  t he manuf act ur er  or  di st r i but or .  1031 

 1032 
3)  The code/ codes of  t he pr oduct s.  1033 
 1034 
4)  The appr oxi mat e dat e of  when t he pr oduct s wer e r ecei ved.  1035 

 1036 
Thi s i nf or mat i on i s necessar y so t hat  t he FDA can f ol l ow up at  t he 1037 
manuf act ur er / di st r i but or .  1038 
 1039 
 1040 
 1041 
 1042 
 1043 
 1044 
 1045 
 1046 
Revi sed November  17,  1999 1047 
 1048 
 1049 
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FIELD OPERATIONS MANUAL 1050 
 1051 

PROCEDURE I I I - 05 1052 
For mer l y 020 1053 

 1054 
RETAI L STORE I NSPECTI ON CRI TERI A 1055 

 1056 
To pr omot e uni f or mi t y i n t he conduct  of  r et ai l  st or e i nspect i ons,  1057 
t he at t ached l i s t  of  i nspect i on cr i t er i a has been devel oped.   The 1058 
cr i t er i a ar e based on t he r equi r ement s of  t he Vi r gi ni a Food Laws 1059 
and r el at ed r egul at i ons and ar e t he basi s f or  our  on- t he- j ob r et ai l  1060 
st or e t r ai ni ng.  The or der  of  depar t ment  i s not  meant  t o mean t hat  1061 
t he depar t ment s ar e t o be i nspect ed i n t he or der  l i s t ed i n t hi s 1062 
FOM.  1063 
 1064 
Meat / Del i cat essen Depar t ment s 1065 
 1066 
1)  Gener al  st at e of  r epai r  of  meat  pr ocessi ng equi pment  and 1067 

ut ensi l s and t he sani t at i on of  t he same.  1068 
 1069 
2)  Rodent  act i v i t y i n t he meat  ar ea.  1070 
 1071 
3)  I nsect  act i v i t y i n t he meat  ar ea.  1072 
 1073 
4)  Cl eanl i ness and st at e of  r epai r  of  f ood cont act  sur f aces,  1074 

gener al  wor k sur f aces and st or age sur f aces.  1075 
 1076 
5)  Dai l y t hor ough cl eani ng of  pr ocessi ng equi pment  and 1077 

cl eanl i ness of  same.  1078 
 1079 
6)  Condi t i on of  f l oor s,  wal l s and cei l i ngs and cl eanl i ness of  1080 

same.  1081 
 1082 
7)  Adequat e r ef r i ger at ed hol di ng f aci l i t i es mai nt ai ni ng pr oper  1083 

t emper at ur es.  1084 
 1085 
8)  Avoi dance of  t i me- t emper at ur e abuses of  pot ent i al l y hazar dous 1086 

pr oduct s.  1087 
 1088 
9)  Pr oper  f aci l i t i es f or  mai nt ai ni ng cor r ect  t emper at ur es f or  hot  1089 

ser ve f oods.  1090 
 1091 
10)  Pr oper  pr ot ect i on of  r aw pr oduct  f r om possi bl e cont ami nat i on 1092 

i n st or age.  1093 
 1094 
11)  Avoi dance of  cr oss cont ami nat i on of  pr epar ed pr oduct  by r aw 1095 

pr oduct  such as beef  by por k or  chi cken.  1096 
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 1097 
12)  The i nt ent i onal  adul t er at i on of  r aw pr oduct  wi t h f i l l er s such 1098 

as por k spl eens i n gr ound beef .  1099 
 1100 
13)  Pot abl e wat er  suppl y.  1101 
 1102 
14)  Hot  and col d r unni ng wat er  avai l abl e f or  c l eani ng.  1103 
 1104 
15)  Pr oper  hand- washi ng f aci l i t i es and necessar y soap and t owel s.  1105 
 1106 
16)  Pr oper  equi pment  c l eani ng f aci l i t i es.  1107 
 1108 
17)  Pr oper  pl umbi ng.  1109 
 1110 
18)  Pr oper  dr ai nage of  meat  r oom and meat  wal k- i n cool er  f l oor s.  1111 
 1112 
19)  Pr ot ect i ve cover i ng on over head l i ght s.  1113 
 1114 
20)  Pr oper  cl eani ng of  cool i ng equi pment ,  f ans,  guar ds and gr i l l s.  1115 
 1116 
21)  Cor r ect  use of  r odent i c i des and i nsect i c i des.  1117 
 1118 
22)  Cor r ect  use of  c l eani ng agent s.  1119 
 1120 
23)  Cor r ect  use of  f ood addi t i ves and t he det ect i on of  t he use of  1121 

i l l egal  f ood addi t i ves.  1122 
 1123 
24)  Compl i ance wi t h appl i cabl e f ood pr oduct  st andar ds,  such as 1124 

maxi mum % f at  i n gr ound beef .  1125 
 1126 
25)  Smoki ng,  eat i ng or  dr i nki ng i n f ood pr ocessi ng ar eas.  1127 
 1128 
26)  Adequat e empl oyee hygi ene.  1129 
 1130 
27)    Pr oper  hai r  r est r ai nt s.  1131 
 1132 
28)    Cl ean cl ot hi ng.  1133 
 1134 
29)    No i nf ect i ons,  di seases,  or  ski n condi t i ons.  1135 
 1136 
30)    Pr oper  l abel i ng and packagi ng.  1137 
 1138 
31)    Tr ut hf ul  adver t i s i ng.  1139 
 1140 
Baker y Depar t ment  1141 
 1142 
1)  Gener al  sani t at i on of  f l oor s,  wal l s,  cei l i ngs,  ut ensi l s and 1143 

equi pment .  1144 
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 1145 
2)  I nsect  or  r odent  cont ami nat i on of  r aw i ngr edi ent s.  1146 
 1147 
3)  Pr oper  use of  f ood and/ or  col or  addi t i ves.  1148 
 1149 
4)  Pr oper  use of  r odent i c i des and i nsect i c i des.  1150 
 1151 
5)  Adequat e c l eani ng of  equi pment  and ut ensi l s and adequat e 1152 

cl eani ng f aci l i t i es.  1153 
 1154 
6)  Pr oper  handl i ng and r ef r i ger at i on of  baker y pr oduct s 1155 

cont ai ni ng i ngr edi ent s whi ch suppor t  r api d mi cr obi al  gr owt h.  1156 
 1157 
7)  Pr oper  empl oyee pr act i ces i ncl udi ng f r equent  hand washi ng,  1158 

pr oper  hai r  r est r ai nt s and cl ean cl ot hi ng.  1159 
 1160 
8)  Adequat e hand washi ng f aci l i t i es pr oper l y ser vi ced.  1161 
 1162 
9)  Pr oper  l abel i ng of  pr e- packaged i t ems.  1163 
 1164 
 1165 
Pr oduce Pr epar at i on Ar ea 1166 
 1167 
1)  Gener al  sani t at i on of  f l oor s,  wal l s,  cei l i ngs and equi pment  i n 1168 

t he pr oduce pr epar at i on ar ea and al l  pr oduce cool er s.  1169 
 1170 
2)  Pr oper  c l eani ng and st or age of  pr oduce pr epar at i on ut ensi l s.  1171 
 1172 
3)  Dai l y r emoval  of  al l  wast e mat er i al s subj ect  t o decomposi t i on 1173 

and f er ment at i on.  1174 
 1175 
4)  Rodent  and/ or  i nsect  act i v i t y.  1176 
 1177 
Gener al  St ockr oom Ar ea 1178 
 1179 
1)  Rodent  and/ or  i nsect  def i l ed pr oduct s.  1180 
 1181 
2)  Rodent  and/ or  i nsect  act i v i t y.  1182 
 1183 
3)  Rodent  and/ or  i nsect  ent r y poi nt s al ong wal l s,  door s and 1184 

r ecei v i ng docks.  1185 
 1186 
4)  Gener al  sani t at i on of  f l oor s,  wal l s,  cei l i ngs and shel ves.  1187 
 1188 
5)  Spr i nger s,  swel l s or  l eaker s i n canned goods.  1189 
 1190 
6)  Pr oper  st or age of  mer chandi se of f  t he f l oor  and away f r om 1191 

wal l s.  1192 
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 1193 
7)  Br oken or  damaged pr oduct  spi l l i ng ont o f l oor s or  ot her  1194 

pr oduct .  1195 
 1196 
8)  Segr egat i on of  t oxi c or  hazar dous pr oduct s away f r om f ood 1197 

pr oduct s.  1198 
 1199 
9)  St or age of  ani mal  f eeds away f r om human f oods whi ch ar e 1200 

suscept i bl e t o i nsect  at t ack.  1201 
 1202 
10)  Or der l y mor gue ( al so cal l ed r ecl ai ms and/ or  r et ur ns) ar ea 1203 

mai nt enance and pr ocedur es.  1204 
 1205 
11)  Adequat e pest  cont r ol  pr act i ces and pr oper  use of  i nsect i ci des 1206 

and/ or  r odent i c i des.  1207 
 1208 
12)  No domest i c ani mal s pr esent .  1209 
 1210 
13)  Adequat e and conveni ent  washr ooms and t oi l et  separ at e f r om 1211 

ar eas used t o manuf act ur e and st or e f oods.  1212 
 1213 
14)  Pr oper  wast e and t r ash st or age and di sposal .  1214 
 1215 
Dai r y and Egg Pr oduct s St or age Cool er  1216 
 1217 
1)  Gener al  sani t at i on of  cool er  f l oor ,  wal l s,  cei l i ng,  shel ves 1218 

and r ef r i ger at i on uni t s.  1219 
2)  Mai nt enance of  pr oper  st or age t emper at ur es.  1220 
 1221 
Wal k- i n Fr eezer  St or age 1222 
 1223 
1)  Pr oper  t emper at ur es f or  f r ozen pr oduct s.  1224 
 1225 
2)  No bui l d- up of  i ce on pr oduct s,  f l oor s,  f r eezer  uni t .  1226 
 1227 
Ret ai l  Sal es Ar ea 1228 
 1229 
1)  Gener al  sani t at i on of  f l oor s,  wal l s,  shel ves,  r ef r i ger at ed 1230 

di spl ay cases.  1231 
 1232 
2)  Check gr ai n pr oduct s f or  possi bl e i nsect  i nf est at i on.  1233 
 1234 
3)  Check canned pr oduct s f or  l eaker s,  swel l s and f l i pper s.  1235 
 1236 
4)  Check pr oduce ar eas f or  r oaches,  f r ui t  f l i es and ot her  pest s.  1237 
 1238 
5)  Check dai r y di spl ay f or  pr oper  t emper at ur e and l eaker s.  1239 
 1240 
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6)  Check pr epackaged meat  di spl ay f or  pr oper  t emper at ur es,  1241 
swel l s,  bl own vacuums,  of f  col or  or  of f  odor  pr oduct s.  1242 

 1243 
7)  Check f r ozen f oods di spl ay f or  pr oper  t emper at ur e,  def r ost  1244 

cycl e pr obl ems,  f r eezer  bur n and l oad l i mi t  abuses.  1245 
 1246 
8)  Check i nf ant  f or mul a f or  out dat ed pr oduct .  1247 
 1248 
9)  Check pr epackaged pr oduct s f or  pr oper  l abel i ng.  1249 
 1250 
10)  Check t o ensur e t hat  hazar dous or  t oxi c pr oduct s ar e di spl ayed 1251 

away f r om human f oods.  1252 
 1253 
11)  Candl e sof t  dr i nks f or  t he pr esence of  mol d,  f or ei gn mat er i al .  1254 
 1255 
12)  Check bul k di spl ayed pr oduct s f or  act ual  cont ami nat i on,  pr oper  1256 

pr ot ect i on f r om cont ami nat i on,  pr oper  r ot at i on and adequat e 1257 
cust omer  handl i ng ut ensi l s.  1258 

 1259 
Ext er i or  of  St or e 1260 
 1261 
1)  Check f or  possi bl e r odent  and/ or  i nsect  ent r y poi nt s.  1262 
 1263 
2)  Check f or  weed gr owt h and ot her  pot ent i al  r odent  har bor age.  1264 
 1265 
3)  Check f or  adequat e t r ash st or age and r emoval .  1266 
 1267 
Mi scel l aneous 1268 
 1269 
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1)  Sl eepi ng quar t er s separ at e and apar t  f r om f ood 
manuf act ur i ng,  st or age and sal es ar ea.  

 
I nspect i on Cr i t er i a f or  Food Ser vi ce Oper at i ons i n Ret ai l  Food 
St or es 
 
1)  Check t o see t hat  sani t i zi ng sol ut i ons ar e bei ng used at  

l east  once a day on equi pment ,  ut ensi l s and wor k sur f aces 
used i n t he pr epar at i on,  st or age,  and sal e of  pot ent i al l y 
hazar dous r eady t o eat  f ood pr oduct s and i n ever y 
i nst ance wher e t her e i s a change f r om r aw,  unpr ocessed 
pr oduct  t o r eady t o eat  f ood pr oduct s.  

 
2)  Check t o see i f  sani t i z i ng sol ut i ons ar e bei ng used 

pr oper l y:  
 
2/ 1 Hot  wat er   -   170�F   -  30 seconds 

 
2/ 2 Chl or i ne  -    50 ppm  -  1 mi nut e 

 
2/ 3 I odi ne  -  12. 5 ppm  -  1 mi nut e 

 
2/ 4 Quat er nar y 

ammoni um       -  200 ppm   -  1 mi nut e 
 

2/ 5 Any ot her  sani t i zer  r ecogni zed by publ i c heal t h 
aut hor i t i es as bei ng saf e and ef f ect i ve.  

 
3)  Check t o see i f  r ef r i ger at i on f aci l i t i es ar e hol di ng 

pr oduct  at  an i nt er nal  t emper at ur e of  45 degr ees F.  or  
bel ow and ar e equi pped wi t h an accur at e t her momet er .  

 
4)  Check t o see i f  management  has a st em t ype t her momet er  

avai l abl e and uses i t  t o check t he i nt er nal  t emper at ur es 
of  hot  and col d pot ent i al l y hazar dous,  r eady t o eat  f ood 
pr oduct s.  

 
5)  Det er mi ne i f  sel f - ser vi ce di spl ays of  unpackaged or  

unwr apped f oods,  ot her  t han unpr ocessed r aw f r ui t s and 
veget abl es,  ar e equi pped wi t h sneeze guar ds or  ot her  
sui t abl e devi ces whi ch pr ot ect  t he f ood f r om 
cont ami nat i on.  

 
6)  Det er mi ne i f  al l  sel f - ser vi ce di spl ays of  unpackaged or  

unwr apped f ood pr oduct s,  ot her  t han unpr ocessed r aw 
f r ui t s and veget abl es,  ar e equi pped wi t h appr opr i at e 
ser vi ng ut ensi l s whi ch el i mi nat e consumer  cont act  wi t h 
t he f ood pr oduct  and ar e st or ed i n a manner  whi ch 
pr event s cont ami nat i on of  t he f ood cont act  sur f ace of  t he 
ut ensi l s.  
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7)  Det er mi ne i f  sel f - ser vi ce di spl ays of  unpackaged or  

unwr apped f oods,  ot her  t han unpr ocessed r aw f r ui t s and 
veget abl es,  ar e bei ng moni t or ed cont i nuousl y by a st or e 
empl oyee.  

 
8)  Check sal ad bar s t o det er mi ne i f  sul f i t e i s bei ng used t o 

pr eser ve t he pr oduce by ei t her  t he r et ai l er  or  t he packer  
of  t he pr oduce.   I f  sul f i t e i s bei ng used,  make sur e a 
pl acar d decl ar i ng i t s use i s at  poi nt  of  di spl ay.  

 
I NSPECTI ON CRI TERI A FOR FOOD HANDLI NG PRACTI CES 
 
 
1)  Wher e appl i cabl e det er mi ne i f  f r ozen pot ent i al l y  

hazar dous f ood i s bei ng pr oper l y t hawed by one of  t he 
f ol l owi ng met hods;  
 
1/ 1 Pl aced i n a r ef r i ger at or  at  45 degr ees F or  bel ow 
f or  a l engt h of  t i me suf f i c i ent  t o t haw t he pr oduct .  

 
1/ 2 I mmer sed i n col d r unni ng wat er  f or  a t i me suf f i ci ent  
t o t haw t he pr oduct .  

 
 
2)   Check t o see t hat  pot ent i al l y  hazar dous col d f oods ar e 

hel d at  45 degr ees F or  bel ow dur i ng st or age and di spl ay.  
 
3)  Check to see that potentially hazardous hot foods are       handled properly in that: 

 

3/1 Hot foods are placed directly from cooking operations into a pre-warmed display case and 

held at an internal temperature of 140 degrees F. 

 
3/2  Hot foods which are to be stored for use later are removed from cooking operations or the display case and rapidly cooled in 
shallow vessels to 45 degrees F or less.  Cold foods to be displayed hot are reheated to at least 165 F and then placed in a pre-
heated hot display case.  In no instance is the display case to be used to reheat foods. 

 
4)  Check to ensure that potentially hazardous foods being             processed in the retail 
store by cooking are cooked to heat        all parts of the food to at least 140 degrees F 
except that: 

 
4/ 1 Poul t r y,  poul t r y st uf f i ngs,  st uf f ed meat s and 

st uf f i ngs cont ai ni ng meat  ar e cooked t o heat  al l  
par t s of  t he f ood t o at  l east  160 degr ees F.  
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4/ 2 Por k and por k pr oduct s ar e cooked t o heat  al l  par t s 
of  t he f ood t o at  l east  150 degr ees F.  

 
 

CRI TI CAL I TEM I NSPECTI ONS HACCP 
 
" Cr i t i cal  I t em I nspect i ons"  ( CI I )  ar e HACCP t ype i nspect i ons 
done i n r et ai l  est abl i shment s.   An i nspect or  shoul d eval uat e 
sever al  key f act or s concer ni ng t he f i r m bef or e doi ng t hi s t ype 
of  i nspect i on.   Some of  t hese key f act or s ar e as f ol l ows:  
 

1.  i nspect i onal  hi st or y 
2.  management  
3.  empl oyee t ur nover  
4.  t ur nover  of  f ood i n t he st or e  
5.  st or e t emper at ur e ( ai r  condi t i oned or  not )  

 
I f  dur i ng your  eval uat i on of  t hese or  any ot her  f act or s you 
bel i eve t her e coul d be pr obl ems i n t he st or e t hen you shoul d 
deci de on how det ai l ed you want  t o make t he i nspect i on.   
However ,  i f  your  eval uat i on i ndi cat es no pr obl ems t hen you may 
want  t o do a cr i t i cal  i t em i nspect i on.  
 
CI I ' s ar e i nspect i ons wher e emphasi s i s pl aced on t he cr i t i cal  
ar eas of  t he st or e.   Li st ed bel ow ar e some exampl es of  PRI MARY 
and SECONDARY ar eas of  concer n.   Some of  t hese ar eas coul d 
swi t ch f r om secondar y t o pr i mar y and vi sa ver sa dependi ng of  
t he st or e' s s i t uat i on.  
 
 
 
 
 
 
PRI MARY 
 
ALL PROCESSI NG AREAS 
PERI METER OF THE STOCKROOM 
ALL REFRI GERATI ON AND 
FREEZER UNI TS ( r et ai l  and 
backr oom)  
RESTROOMS 
I NFANT FORMULA 
BAKERY I NGREDI ENTS ( f l our ,  
cor n meal ,  mi xes,  et c. )  
GRAI N PRODUCTS/ DRI ED BEAN 
AND FRUI T 
REDUCED/ QUI CK SALE 
SPECI ALTY I TEMS 

 
SECONDARY 
 
PRODUCE 
EGGS 
CAN GOODS 
ALL PACKAGED BEVERAGES ( sof t  
dr i nks,  j ui ces,  beer ,  wi ne,  
t ea,  cof f ee,  et c. )  
CONDI MENTS/ DRESSI NGS 
PASTA 
BREADS 
CEREAL 
COOKI ES/ SNACK FOOD 
ANI MAL FEED 



108 

 
 1 
I f  anyt i me dur i ng a cr i t i cal  i t em i nspect i on you f i nd evi dence t hat  2 
t her e coul d be pr obl ems i n secondar y ar eas of  t he st or e t hen you 3 
shoul d make a mor e det ai l ed i nspect i on.  4 
 5 
Revi sed November  17,  1999 6 
 7 
 8 
 9 
 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
 37 
 38 
 39 
 40 
 41 
 42 
 43 
 44 
 45 
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FIELD OPERATIONS MANUAL 46 
 47 

PROCEDURE I I I - 06 48 
For mer l y 030 49 

 50 
VACUUM PACKAGI NG SYSTEMS I N RETAI L FOOD ESTABLI SHMENTS  51 
 52 
The adopt i on of  vacuum- packagi ng syst ems ( ot her wi se known as a 53 
r educed oxygen syst em)  by f ood est abl i shment s have caused concer n 54 
over  t he moni t or i ng and mai nt ai ni ng of  cr i t i cal  cont r ol s t hat  woul d 55 
pr event  t he gr owt h of  Cl ost r i di um bot ul i sm and ot her  pat hogeni c 56 
or gani sms wi t hi n vacuum- packaged f ood pr oduct s.   Si nce vacuum-57 
packagi ng of  f oods pr oduces an envi r onment  conduci ve t o t he gr owt h 58 
of  such or gani sms,  const ant  moni t or i ng of  t he adher ence t o t hese 59 
cont r ol s i s essent i al  t o assur e t he pr oduct i on of  saf e and 60 
whol esome f ood pr oduct s.   Consequent l y,  we have adopt ed t he 61 
f ol l owi ng gui del i nes ( r ecommended by t he U. S.  Food and Dr ug 62 
Admi ni st r at i on)  t o be enf or ced i n r et ai l  f ood est abl i shment s wher e 63 
vacuum- packi ng syst ems ar e i n use.  64 
 65 
I n addi t i on,  s i nce vacuum- packaged f ood pr oduct s ar e " f ood i n 66 
packaged f or m" ,  t hey must  bear  t he i nf or mat i on r equi r ed by t he 67 
l abel i ng pr ovi s i ons of  t he Vi r gi ni a Food Laws.  Thi s woul d i ncl ude 68 
t he name of  t he pr oduct ,  a l i st  of  i ngr edi ent s i n descendi ng or der  69 
of  pr edomi nance,  t he net  wei ght  decl ar at i on,  and t he name and 70 
addr ess of  t he r esponsi bl e f i r m.  71 
 72 
ENFORCEMENT PROVI SI ONS 73 
 74 
Whenever  vacuum- packagi ng vi ol at i ons ar e encount er ed,  t hey shoul d 75 
al ways be l i s t ed on t he i nspect i on r epor t  as obj ect i onabl e 76 
condi t i ons.  I n many cases,  vacuum- packagi ng vi ol at i ons may not  be 77 
ser i ous enough t o j ust i f y t aki ng di r ect  or  i mmedi at e r egul at or y 78 
act i on.  I n t hese cases,  t he v i ol at i ons wi l l  be t aken i nt o 79 
consi der at i on al ong wi t h any ot her  obj ect i onabl e condi t i ons i n 80 
or der  t o det er mi ne t he cl assi f i cat i on of  t he i nspect i on.  However ,  81 
some vi ol at i ons may be ser i ous enough so t hat  i mmedi at e cor r ect i ve 82 
act i on wi l l  be necessar y.  Fol l owi ng ar e gui del i nes t o assi st  83 
i nspect or s when ser i ous vacuum- packagi ng vi ol at i ons ar e 84 
encount er ed:  85 

86 
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 86 
 

Vi ol at i on 
 

Act i on To Be Taken 
87 1.   Foods t hat  ar e unaccept abl e 

f or  vacuum- packagi ng.  
Vacuum- packagi ng of  t hese f oods 
shoul d be di scont i nued 
i mmedi at el y.  The pr oduct s 
shoul d be r emoved f r om sal e and 
t he f i r m shoul d be r equest ed t o 
vol unt ar i l y  dest r oy t he 
pr oduct s.  I f  t hey r ef use,  t he 
pr oduct s shoul d be sei zed and 
sampl ed f or  pH and Aw.  ( SEE 
NOTE C BELOW)  

2.   Pr oduct s t hat  ar e hel d or  
of f er ed f or  sal e past  t he 
accept abl e expi r at i on dat e ( see 
cont r ol  st ep 4 on page 2 of  
t hi s FOM pr ocedur e t o det er mi ne 
accept abl e expi r at i on dat e) .  

Pr oduct s shoul d be r emoved f r om 
sal e and t he f i r m shoul d be 
r equest ed t o vol unt ar i l y  
dest r oy t he pr oduct s.   I f  t hey 
r ef use,  t he pr oduct s shoul d be 
sei zed and sampl ed t o ver i f y 
t he expi r at i on dat e.   The 
sampl es shoul d be sent  di r ect l y 
t o your  r egi onal  manager  al ong 
wi t h any necessar y 
document at i on t o ver i f y t he 
v i ol at i on.   Af t er  ver i f i cat i on,  
t he f i r m wi l l  be not i f i ed i n 
wr i t i ng t hat  t he pr oduct  wi l l  
be dest r oyed.  ( SEE NOTE C 
BELOW)  

3.   Temper at ur e abuse has been 
document ed.  

Temper at ur e abuse shoul d never  
exceed 4 hour s.  I f  i t  does,  t he 
pr oduct s shoul d be r emoved f r om 
sal e and t he f i r m shoul d be 
r equest ed t o vol unt ar i l y  
dest r oy t he pr oduct s.  I f  t hey 
r ef use,  t he pr oduct s shoul d be 
sei zed and sampl ed f or  
bact er i ol ogi cal  anal yses,  t o 
i ncl ude Li st er i a monocyt ogenes 
anal ysi s.  ( SEE NOTE C BELOW)  
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4.   I nadequat e pr ocessi ng 
gui del i nes or  f ai l ur e t o f ol l ow 
pr oper  pr ocessi ng gui del i nes.  

I f  pr ocessi ng has been 
i nadequat e t o t he poi nt  t hat  
f i ni shed pr oduct s may be 
har mf ul  or  i nj ur i ous t o heal t h,  
vacuum- packagi ng shoul d be 
di scont i nued unt i l  pr oper  
pr ocessi ng gui del i nes can be 
est abl i shed and/ or  i mpl ement ed,  
and t he pr oduct s shoul d be 
r emoved f r om sal e.  The f i r m 
shoul d be r equest ed t o 
vol unt ar i l y  dest r oy t he 
pr oduct s;  i f  t hey r ef use,  t he 
pr oduct s shoul d be sei zed and 
sampl ed f or  pH,  Aw,  and 
bact er i ol ogi cal  anal yses,  t o 
i ncl ude Li st er i a monocyt ogenes.  
( SEE NOTE C BELOW)  

5.   Unt r ai ned/ unknowl edgeabl e 
oper at or s.  

Vacuum- packagi ng shoul d be 
di scont i nued unt i l  t r ai ned 
oper at or s ar e avai l abl e.  

6.   I nadequat e pr ocessi ng 
condi t i ons ( i . e.  gener al  
i nsani t ar y condi t i ons;  
i nappr opr i at e l ocat i on of  
vacuum- packagi ng oper at i on such 
as i n a st ockr oom,  or  packagi ng 
r eady- t o- eat  pr oduct s i n a r aw 
meat  cut t i ng ar ea;  et c. )  

Vacuum- packagi ng shoul d be 
di scont i nued i mmedi at el y unt i l  
t hi s condi t i on i s cor r ect ed.  
Pr oduct s shoul d be r emoved f r om 
sal e and t he f i r m shoul d be 
r equest ed t o vol unt ar i l y  
dest r oy t he pr oduct s.  I f  t hey 
r ef use,  t he pr oduct s shoul d be 
sei zed and sampl ed f or  pH,  Aw 
and bact er i ol ogi cal  anal yses,  
t o i ncl ude Li st er i a monocyt o-
genes (  SEE NOTE C BELOW)  

 87 
NOTE C -  I f  i t  i s  necessar y t o sei ze and sampl e any of  t hese 88 
pr oduct s,  t he sampl es,  i ncl udi ng any col l ect ed and sent  di r ect l y t o 89 
your  r egi onal  manager ,  must  be of f i c i al  sampl es.  90 
 91 
A f ood est abl i shment  t hat  packages pot ent i al l y  hazar dous f ood 92 
( Ti me/ Temper at ur e Cont r ol  f or  f ood saf et y)  usi ng a vacuum- packagi ng 93 
syst em shal l  have a HACCP Pl an t hat :  94 
 95 
( 1)  I dent i f i es t he f ood t o be packaged;  96 
 97 
( 2)  Except  as speci f i ed under  ( C)  and ( E)  and as speci f i ed 98 
i n ( D)  of  t hi s sect i on,  r equi r es t hat  t he packaged f ood shal l  99 
be mai nt ai ned at  ( 41° F)  or  l ess and meet  at  l east  one of  100 
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t he f ol l owi ng cr i t er i a:  101 
 102 
  ( a)  Has an AW of  0. 91 or  l ess,  103 
 104 
  ( b)  Has a PH of  4. 6 or  l ess,  105 
 106 
  ( c)  I s a meat  or  poul t r y pr oduct  cur ed at  a f ood pr ocessi ng pl ant  107 
r egul at ed by t he USDA usi ng subst ances speci f i ed i n 9 CFR 424. 21,  108 
Use of  f ood i ngr edi ent s and sour ces of  r adi at i on,  and i s r ecei ved 109 
i n an i nt act  package,  or  110 
 111 
  ( d)  I s a f ood wi t h a hi gh l evel  of  compet i ng or gani sms 112 
such as r aw meat  or  r aw poul t r y;  113 
 114 
3- 502. 12 VACUUM PACKAGI NG SYSTEMS CRI TERI A. *  115 
 116 
( A)  Except  f or  a f ood est abl i shment  t hat  obt ai ns a var i ance as 117 
speci f i ed under  3- 502. 11 and except  as speci f i ed under  ( C)  118 
and ( E)  and as speci f i ed i n ( D)  of  t hi s sect i on,  a f ood 119 
est abl i shment  t hat  packages pot ent i al l y  hazar dous f ood 120 
( t i me/ t emper at ur e cont r ol  f or  f ood saf et y) usi ng a r educed oxygen 121 
packagi ng met hod shal l  ensur e t hat  t her e ar e at  l east  t wo 122 
bar r i er s i n pl ace t o cont r ol  t he gr owt h and t oxi n f or mat i on of  123 
Cl ost r i di um bot ul i num and t he gr owt h of  Li st er i a 124 
monocyt ogenes.  125 
 126 
( B)  A f ood est abl i shment  t hat  packages pot ent i al l y  hazar dous f ood 127 
( t i me/ t emper at ur e cont r ol  f or  f ood saf et y)  usi ng a r educed oxygen 128 
packagi ng met hod shal l  have a HACCP Pl an t hat  cont ai ns t he 129 
i nf or mat i on speci f i ed under  8- 201. 14( D)  and 130 
t hat :  131 
 132 
    ( 1)  I dent i f i es t he f ood t o be packaged;  133 
 134 
    ( 2)  Except  as speci f i ed under  ( C)  and ( E)  and as speci f i ed i n 135 
( D)  of  t hi s sect i on,  r equi r es t hat  t he packaged f ood shal l  be 136 
mai nt ai ned at  ( 41° F)  or  l ess and meet  at  l east  one of  t he 137 
f ol l owi ng cr i t er i a:  138 
 139 
       ( a)  Has an Aw of  0. 91 or  l ess,  140 
 141 
       ( b)  Has a pH of  4. 6 or  l ess,  142 
 143 
       ( c)  I s a meat  or  poul t r y pr oduct  cur ed at  a f ood  144 
pr ocessi ng pl ant  r egul at ed by t he USDA usi ng subst ances speci f i ed 145 
i n 9 CFR 424. 21,  Use of  f ood i ngr edi ent s and sour ces of  146 
r adi at i on,  and i s r ecei ved i n an i nt act  package,  or  147 
       ( d)  I s a f ood wi t h a hi gh l evel  of  compet i ng or gani sms 148 
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such as r aw meat  or  r aw poul t r y;  149 
 150 
    ( 3)  Descr i bes how t he package shal l  be pr omi nent l y and 151 
conspi cuousl y l abel ed on t he pr i nci pal  di spl ay panel  i n bol d 152 
t ype on a cont r ast i ng backgr ound,  wi t h i nst r uct i ons t o:  153 
 154 
       ( a)  Mai nt ai n t he f ood at  ( 41oF)  or  bel ow,  and 155 
 156 
       ( b)  Di scar d t he f ood i f  wi t hi n 14 cal endar  days of  i t s  157 
packagi ng i t  i s  not  ser ved f or  on- pr emi ses  consumpt i on,  or  158 
consumed i f  ser ved or  sol d f or  of f - pr emi ses  consumpt i on;  159 
  160 
    ( 4)  Li mi t s t he r ef r i ger at ed shel f  l i f e t o no mor e t han 14 161 
cal endar  days f r om packagi ng t o consumpt i on,  except  t he 162 
t i me t he pr oduct  i s mai nt ai ned f r ozen,  or  t he or i gi nal  163 
manuf act ur er ’ s “ sel l  by”  or  “ use by”  dat e,  whi chever  occur s 164 
f i r st ;  165 
 166 
    ( 5)  I ncl udes oper at i onal  pr ocedur es t hat :  167 
 168 
       ( a)  Pr ohi bi t  cont act i ng f ood wi t h bar e hands,  169 
 170 
       ( b)  I dent i f y a desi gnat ed wor k ar ea and t he met hod by 171 
whi ch:  172 
         ( i )  Physi cal  bar r i er s or  met hods of  separ at i on of  r aw 173 
f oods and r eady- t o- eat  f oods  mi ni mi ze cr oss cont ami nat i on,  and 174 
 175 
         ( i i )  Access t o t he pr ocessi ng equi pment  i s  l i mi t ed t o 176 
r esponsi bl e t r ai ned per sonnel  f ami l i ar  wi t h t he pot ent i al  hazar ds 177 
of  t he oper at i on,  and 178 
 179 
       ( c)  Del i neat e c l eani ng and sani t at i on pr ocedur es f or  f ood-180 
cont act  sur f aces;  and 181 
 182 
    ( 6)  Descr i bes t he t r ai ni ng pr ogr am t hat  ensur es t hat  t he 183 
i ndi v i dual  r esponsi bl e f or  t he r educed oxygen packagi ng 184 
oper at i on under st ands t he:  185 
 186 
       ( a)  Concept s r equi r ed f or  a saf e oper at i on,  187 
        188 
       ( b)  Equi pment  and f aci l i t i es,  and 189 
       190 
       ( c)  Pr ocedur es speci f i ed under  Subpar agr aph ( B) ( 5)  of  t hi s 191 
sect i on and 8- 201. 14( D) .   192 
 193 
 194 
FI SH 195 
 196 
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( C)  Except  f or  f i sh t hat  i s  f r ozen bef or e,  dur i ng,  and af t er  197 
packagi ng,  a f ood est abl i shment  may not  package f i sh usi ng a 198 
r educed oxygen packagi ng met hod.   199 
 200 
COOK- CHI LL OR SOUS VI DE 201 
 202 
( D)  Except  as speci f i ed under  ( C)  of  t hi s sect i on,  a f ood 203 
est abl i shment  may package f ood usi ng a cook- chi l l  or  sous vi de 204 
pr ocess wi t hout  obt ai ni ng a var i ance i f :  205 
   206 
   ( 1)  The f ood est abl i shment  i mpl ement s a HACCP pl an t hat  207 
cont ai ns t he i nf or mat i on as speci f i ed under  8- 201. 14( D) ;  208 
   209 
   ( 2)  The f ood i s :  210 
    211 
     ( a)  Pr epar ed and consumed on t he pr emi ses,  or  pr epar ed 212 
and consumed of f  t he pr emi ses  but  wi t hi n t he same busi ness ent i t y 213 
wi t h no di st r i but i on or  sal e of  t he bagged pr oduct  t o anot her  214 
busi ness ent i t y or  t he consumer ,  215 
     216 
     ( b)  Cooked t o heat  al l  par t s of  t he f ood t o a t emper at ur e 217 
and f or  a t i me as speci f i ed under  3- 401. 11,  218 
     219 
     ( c)  Pr ot ect ed f r om cont ami nat i on af t er  cooki ng as speci f i ed 220 
under  Par t  3- 3,  221 
 222 
     ( d)  Pl aced i n a package or  bag wi t h an oxygen bar r i er  223 
bef or e cooki ng,  or  pl aced i n a PACKAGE or  bag i mmedi at el y af t er  224 
cooki ng and bef or e r eachi ng a t emper at ur e bel ow 135° F,  225 
 226 
     ( e)  Except  f or  f r ozen f ood t hat  i s  not  shel f  l i f e 227 
r est r i ct ed,  cool ed t o 41° F i n t he package or  bag as speci f i ed 228 
under  3- 501. 14 and t hen cool ed t o 34° F or  l ess 229 
wi t hi n 48 hour s of  r eachi ng 41° F,  and:  230 
 231 
        ( i )  Hel d at  34° F and consumed or  di scar ded wi t hi n 232 
30 days af t er  t he dat e of  pr epar at i on,  or  233 
 234 
        ( i i )  I f  r emoved f r om a st or age uni t  t hat  mai nt ai ns a 34° F 235 
f ood t emper at ur e,  hel d at  41° F or  l ess f or  236 
no mor e t han 72 hour s bef or e consumpt i on.  237 
 238 
     ( f )  Hel d i n a r ef r i ger at i on uni t  t hat  i s  equi pped wi t h an 239 
el ect r oni c syst em t hat  cont i nuousl y moni t or s t i me and t emper at ur e 240 
and i s v i sual l y exami ned f or  pr oper  oper at i on 241 
t wi ce dai l y,  242 
 243 
     ( g)  I f  t r anspor t ed of f - s i t e t o a sat el l i t e l ocat i on of  t he 244 
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same busi ness ent i t y,  equi pped wi t h ver i f i abl e el ect r oni c 245 
moni t or i ng devi ces t o ensur e t hat  t i mes and t emper at ur es 246 
ar e moni t or ed dur i ng t r anspor t at i on,  and 247 
 248 
     ( h)  Label ed wi t h t he pr oduct  name and t he dat e packaged;  249 
and 250 
 251 
( 3)  The r ecor ds r equi r ed t o conf i r m t hat  cool i ng and col d 252 
hol di ng r ef r i ger at i on t i me/ t emper at ur e par amet er s ar e r equi r ed 253 
as par t  of  t he HACCP Pl an,  ar e mai nt ai ned and ar e:  254 
 255 
     ( a)  Made avai l abl e t o t he r egul at or y aut hor i t y  upon 256 
r equest ,  and 257 
 258 
     ( b)  Hel d f or  6 mont hs;  and 259 
 260 
( 4)  Wr i t t en oper at i onal  pr ocedur es as speci f i ed under  261 
Subpar agr aph ( B) ( 5)  of  t hi s sect i on and a t r ai ni ng pr ogr am as 262 
speci f i ed under  Subpar agr aph ( B) ( 6)  of  t hi s sect i on ar e 263 
i mpl ement ed.  264 
 265 
Cheese 266 
 267 
( E)  A f ood est abl i shment  may package cheese usi ng a r educed 268 
oxygen packagi ng met hod wi t hout  obt ai ni ng a var i ance i f  i t :  269 
 270 
   ( 1)  Li mi t s t he cheeses packaged t o t hose t hat  ar e 271 
commer ci al l y manuf act ur ed i n a f ood pr ocessi ng pl ant  wi t h 272 
no i ngr edi ent s added i n t he f ood est abl i shment  and t hat  273 
meet  t he St andar ds of  I dent i t y as speci f i ed i n 21 CFR 133. 150 274 
Har d cheeses,  21 CFR 133. 169 Past eur i zed pr ocess cheese 275 
or  21 CFR 133. 187 Semi sof t  cheeses;  276 
 277 
   ( 2)  Has a HACCP pl an t hat  cont ai ns t he i nf or mat i on speci f i ed 278 
under  ¶ 8- 201. 14( D) ;  279 
 280 
   ( 3)  Except  as speci f i ed under  Subpar agr aphs ( B) ( 2) ,  ( B) ( 3) ( b) ,  281 
and ( B) ( 4) ,  compl i es wi t h ¶ ( B)  of  t hi s sect i on;  282 
 283 
   ( 4)  Label s t he PACKAGE on t he pr i nci pal  di spl ay panel  wi t h a 284 
“ use by”  dat e t hat  does not  exceed 30 days or  t he or i gi nal  285 
manuf act ur er ’ s “ sel l  by”  or  “ use by”  dat e,  whi chever  occur s 286 
f i r st ;  and 287 
 288 
   ( 5)  Di scar ds t he r educed oxygen packaged cheese i f  i t  i s  not  289 
sol d f or  of f - pr emi ses  consumpt i on or  consumed wi t hi n 30 290 
cal endar  days of  i t s  packagi ng.  291 
 292 
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CHEESE 293 
 294 
A f ood est abl i shment  may package cheese usi ng a vacuum packagi ng 295 
syst em ( r educed oxygen packagi ng met hod)  wi t hout  obt ai ni ng a 296 
Var i ance i f  i t :  297 
 298 
( 1)  Li mi t s t he cheeses packaged t o t hose t hat  ar e 299 
commer ci al l y manuf act ur ed i n a f ood pr ocessi ng pl ant  wi t h 300 
no i ngr edi ent s added i n t he f ood est abl i shment  and t hat  301 
meet  t he St andar ds of  I dent i t y as speci f i ed i n 21 CFR 133. 150 302 
Har d cheeses,  21 CFR 133. 169 Past eur i zed pr ocess cheese 303 
or  21 CFR 133. 187 Semi sof t  cheeses;  304 
 305 

 
Har d Cheese 

Past eur i zed 
Pr ocess Cheese 

 
Semi sof t  

Cheese 
 

Romano 
Past eur i zed 

Pr ocess 
Amer i can 

Cheese 

 
Muenst er  

 
Gj et ost  

Past eur i zed 
Pr ocess 

Gr uyer e Cheese 

 
Por t  du Sal ut  

 
Cheddar  

Past eur i zed 
Pr ocess Swi ss 

Cheese 

 
Pr i most  

 
Col by 

Past eur i zed 
Pr ocess 

Li mbur ger  
Cheese 

 
Mont er ey Jack 

 
Gouda 

Past eur i zed 
Pr ocess 

Cheddar  Cheese 

 
Mozzar el l a 

 
 

Pr ovol one 

Past eur i zed 
Pr ocess Swi ss 

Cheese bl ended 
wi t h Amer i can 

Cheese 

 
 

Bl eu 

 
Swi ss( Emment al er )  

Past eur i zed 
Pr ocess Br i ck 

Cheese 

 
Gor gonzol a 

 
Gr uyer e 

 
Past eur i zed 

Pr ocess 
Mozzar el l a 

Cheese 

 
Roquef or t  

Edam  St i l t on 
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 306 
( 2)  Has a HACCP Pl an  307 
 308 
( 3)  Except  as speci f i ed under  Subpar agr aphs ( B) ( 2) ,  ( B) ( 3) ( b) ,  309 
and ( B) ( 4) ,  compl i es wi t h( B)  of  t hi s sect i on;  310 
 311 
( 4)  Label s t he package on t he pr i nci pal  di spl ay panel  wi t h a 312 
“ use by”  dat e t hat  does not  exceed 30 days or  t he or i gi nal  313 
manuf act ur er ’ s “ sel l  by”  or  “ use by”  dat e,  whi chever  occur s 314 
f i r st ;  and 315 
 316 
( 5)  Di scar ds t he r educed oxygen packaged cheese i f  i t  i s  not  317 
sol d f or  of f - pr emi ses consumpt i on or  consumed wi t hi n 30 318 
cal endar  days of  i t s  packagi ng.  319 
 320 
 321 
12- 02- 05 322 
 323 
 324 
 325 
 326 
 327 
 328 
 329 
 330 
 331 
 332 
 333 
 334 
 335 
 336 
 337 
 338 
 339 
 340 
 341 
 342 
 343 
 344 
 345 
 346 
 347 
 348 
 349 
 350 
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FIELD OPERATIONS MANUAL 351 
 352 

PROCEDURE I I I - 07 353 
For mer l y 025 & 36 354 

 355 
RETAI L APPLE and APPLE CI DER I NSPECTI ONS 356 
 357 
Packages shoul d be conspi cuousl y mar ked wi t h:  ( 1)  t he gr ower  or  358 
packer ’ s name and addr ess,  ( 2)  cor r ect  var i et y,  ( 3)  one of  of f i ci al  359 
st andar d gr ades ( 4)  cor r ect  s i ze,  and ( 5)  net  cont ent s.   The 360 
Vi r gi ni a Appl e Mar ki ng Law r equi r es t hi s i nf or mat i on t o be 361 
conspi cuousl y mar ked on each package " i n pl ai n wor ds and f i gur es on 362 
t he out si de,  or  a dur abl e st uf f er  wi t hi n and r eadi l y r eadabl e f r om 363 
t he out si de" ;  however ,  i f  t he t i e c l osur e on bagged appl es l i s t  364 
par t  of  t hi s i nf or mat i on i t  wi l l  be accept abl e.   Any pl acar ds or  365 
si gns adver t i s i ng bul k or  packaged pr oduct s shoul d be f act ual ,  or  366 
r emoved.    367 
 368 
A st at ement  on t he I nspect i on Repor t  wi l l  l i st  t he number  and t ype 369 
of  packages whi ch ar e i n vi ol at i on,  t he r eason( s)  f or  t he f ai l ur e,  370 
as wel l  as t he appr oxi mat e net  wei ght .   I f  t he packages ar e not  371 
packed by t he st or e,  t he name and addr ess of  t he packer  shoul d al so 372 
be i ncl uded t o al l ow f or  f ol l ow- up at  t he packer  l evel ,  i f  deemed 373 
necessar y.   Vi ol at i ons t hat  ar e cor r ect ed wi l l  be so i ndi cat ed on 374 
t he I nspect i on Repor t .  375 
 376 

Exampl e ( a) :  65/ 3 l b.  bags of  appl es mar ked,  " Peaks of  377 
Ot t er  Or ch. ,  Bedf or d,  VA 24523,  Red Del i c. ,  2 378 
1/ 4 i n.  mi n. "  wer e mi sbr anded and of f er ed f or  379 
sal e i n t he r et ai l  ar ea as t hey di d not  380 
i ndi cat e a gr ade.  381 

 382 
Exampl e ( b) :  20 var i ous wei ght  packages of  appl es wer e 383 

mi sbr anded and of f er ed f or  sal e i n t he r et ai l  384 
ar ea,  i n t hat  no packer ' s name,  var i et y,  gr ade 385 
or  s i ze shown.  386 

 387 



 

 
APPLE JUI CE/ APPLE CI DER -  Pr oper  Washi ng of  Appl es t o Remove E. col i  0157: H7 
 
Pr ocessor s of  appl e j ui ce and appl e c i der  shoul d be i nspect ed r egul ar l y,  i n 
accor dance wi t h our  i nspect i on f r equency of  f ood manuf act ur er s.   Dur i ng t hese 
i nspect i ons,  you shoul d obser ve t he appl e washi ng pr ocedur es t o i nsur e t hat  
t hey ar e ef f ect i ve.   Regul at or y aut hor i t y t o r equi r e t he washi ng of  r aw 
i ngr edi ent s cont ai ni ng soi l  exi st s i n CFR Par t  110 -  Good Manuf act ur i ng 
Pr act i ce i n Manuf act ur i ng,  Packi ng or  Hol di ng Human Food.  ( Subpar t  E,  Sect i on 
110. 80,  par agr aph ( a)  Raw Mat er i al s and Ot her  I ngr edi ent s. )  
 
Check t he washi ng of  appl es t o i nsur e t hat  t he pr ocedur e i s suf f i c i ent  t o 
r emove soi l .   Thi s i s especi al l y i mpor t ant  i n pr ocessor s who pr oduce 
unpast eur i zed ci der  and j ui ce.   Al so be sur e t o ask t he pr ocessor  i f  t hey ar e 
usi ng dr opped appl es i n t hei r  pr oduct .   I f  t hey do,  make not e of  t hi s pr act i ce 
so we can i ncl ude i t  i n t he f i r m f i l e.  
 
Wat er  used i n t he washi ng of  appl es shoul d come f r om a pot abl e suppl y and 
wat er  used i n a common wash shoul d be of  adequat e sani t ar y qual i t y.   I f  t he 
washi ng oper at i on i t sel f  i s not  suf f i ci ent  t o r emove al l  soi l  f r om t he appl es 
br ushi ng may be necessar y.   Raw appl es shoul d be t hor oughl y exami ned t o make 
sur e al l  soi l  and soi l  r esi due i s r emoved.   I f  t he f i r m i s not  washi ng t hei r  
appl es,  ur ge t hem t o do so,  c i t i ng t he danger s of  unwashed pr oduct  and t he 
danger s of  E. col i  0157: H7.   I f  you obser ve soi l  pr esent  on appl es t hat  ar e t o 
be pr essed and pr ocessed i nt o appl e pr oduct s,  document  t hi s condi t i on on your  
i nspect i on r epor t  as an obj ect i onabl e condi t i on wi t h a r ei nspect i on dat e of  
t wo weeks.  When you r ei nspect  t he f i r m,  i f  t hey ar e st i l l  not  adequat el y 
washi ng t hei r  appl es,  cl assi f y t he i nspect i on as OAI ,  col l ect  a sampl e of  t he 
f i ni shed pr oduct ,  and have i t  anal yzed f or  E. col i  1057: H7.   The pr oduct  shoul d 
be shi pped i n a r ef r i ger at ed condi t i on si nce compet i ng or gani sms may suppr ess 
E. col i .   Of  cour se past eur i zat i on i s hi ghl y r ecommended f or  any appl e c i der  
pr oduct s.   I f  t he appl e c i der  pr oduct  i s NOT past ur i zed,  you must  col l ect  a 
sampl e of  t he pr oduct  f or  E.  col i  0157: H7 ( l abor at or y code 226- 74 XMECOLI H7) .  
 THI S I S MANDATORY!  
 
Ther eaf t er ,  we wi l l  handl e t he mat t er  admi ni st r at i vel y under  our  vol unt ar y 
compl i ance gui del i nes.  ( i e:  Let t er  of  War ni ng,  et c. )  
 
 
Revi sed November  17,  1999 Edi t ed Apr i l  5,  2000 
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PROCEDURE I I I - 08 
For mer l y 002 

 
TEMPERATURES OF READY TO EAT POTENTI ALLY HAZARDOUS FOODS 



 

 

The f ol l owi ng pr ot ocol  t o det er mi ne t he c l assi f i cat i on and deposi t i on 
of  pot ent i al l y  hazar dous r eady- t o- eat  f oods:  

 

Hot  Foods:  

130° F- 140° F- - - - r eheat  t o 165° F*  

Less t han 130° F,  gr eat er  t han 4 hour s - - - dest r oy 

Less t han 130° F,  l ess t han 4 hour s - - - r eheat  t o 165° F*  

 

*  I t  i s  accept abl e f or  t he f i r m t o el ect  t o r api dl y chi l l  t he pr oduct  
t o 45°  or  bel ow wi t hi n s i x ( 6)  hour s.  

 

Col d Foods:  

Gr eat er  t han 55° F f or  mor e t han 4 hour s - - - dest r oy 

Gr eat er  t han 55° F f or  l ess t han 4 hour s - - - r ef r i ger at e 

45° - 55° F- - - r ef r i ger at e  

 

Fr ozen Foods:  

Thawed f r ozen f oods ar e gener al l y  a qual i t y  i ssue,  not  a f ood saf et y 
mat t er .   Dest r uct i on of  t hawed pr oduct  i s  not  gener al l y  necessar y.   
However ,  i f  t he pr oduct  f al l s  wi t hi n t he par amet er s f or  col d f oods,  
t ake t he appr opr i at e act i on i ndi cat ed above.  The di sposi t i on of  t he 
af f ect ed f oods i s a “ j udgement  cal l ” .   

 

I nspect i ons wi l l  gener al l y  be gi ven an “ NAI ”  desi gnat i on unl ess  t he 



 

f i r m needs t o be moni t or ed f or  compl i ance.  The deci s i on as t o whet her  
an est abl i shment  shoul d be gi ven a “ VAI ”  desi gnat i on f or  moni t or i ng 
pur poses wi l l  depend on a number  of  f act or s ( i . e.  pr oduct  
t emper at ur e,  amount  of  pr oduct  out  of  t emper at ur e,  assessment  of  
f i r ms desi r e t o compl y) .  I f  t he Food Saf et y Speci al i s t  f eel s t hat  t he 
f i r m needs t o be moni t or ed t hen t hey shoul d c l assi f y t he i nspect i on 
“ VAI ”  and r equest  t hat  an i nf or mat i on l et t er  be sent  t o t he f i r m.   
Thi s l et t er  wi l l  i ndi cat e t he danger s of  hol di ng pot ent i al l y  
hazar dous f oods at  i nappr opr i at e t emper at ur es and wi l l  r equest  t he 
f i r m t o i ni t i at e cor r ect i ve act i on.   Pl ace “ I NF LTR”  on t he l i ne next  
t o t he “ REG FU”  sect i on of  t he i nspect i on r epor t .  

 

I f  a f i r m want s t o use t i me/ t emper at ur e as a cont r ol  t hey must  submi t  
a wr i t t en HAACP pl an t o t he Regi onal  Of f i ce/ Manager .  
 

An “ OAI ”  desi gnat i on shoul d onl y be gi ven i n ext r eme ci r cumst ances 
wher e t her e have been r epeat ed v i ol at i ons.   

 

Edi t ed Apr i l  5,  2000 

Januar y 19,  2000 
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PROCEDURE III-09 
Formerly 027 

 
SELF-SERVE POTENTIALLY HAZARDOUS FOODS 
 
If a retail food store wishes to offer ready to eat potentially hazardous foods on a self-serve basis, they should 
be informed that they take on added risks and responsibilities and these operations are evaluated on a case by 
case basis. The parameters used in evaluating these operations include the monitoring of product 
temperatures, a sanitary method of dispensing the product, and a proper display that will discourage consumers 
from touching and/or contaminating the product.  The display should also be conducive to constant monitoring 
of these operations by store personnel to insure that utensils and dispensers are properly used and that food is 
not contaminated by consumers. Equipment and display facilities should be designed, constructed, installed 
and maintained consistent with good public health principles. 
 
Raw foods of animal origin, such as meat, chicken, or seafood, usually contain pathogens.  By offering these 
foods for consumer self-service (typically found in imported food stores), a consumer could cross contaminate 
other foods stored in the same display or in nearby displays.  Because raw animal foods are assumed to be 
contaminated and provide an ideal medium for growth of pathogenic organisms, they shall not be available for 
consumer self-service.  Cross contamination of other foods in the store would be a serious violation of the 
Virginia Food Laws.   
 
If you encounter raw foods of animal origin being offered for consumer self-service, insist that the firm 
discontinue this practice.  Instead, the firm must place these foods behind a counter or in a glass case so that 
only qualified employees within the establishment have access to these products.  These employees should 
package the product and hand it to the consumer in a manner that would prevent contamination of other foods 
in the same display or in nearby displays.  Additionally, stress that employees should use clean utensils and 
dispensers and practice proper hand washing procedures when handling raw foods of animal origin.   
 
Document the situation on your inspection report as an objectionable condition.  If the firm does not comply, 
request that your Regional Manager send a Raw Meat and Seafood Letter of Information to the firm.   
 
NOTE:  FROZEN SHRIMP AND LOBSTER will be permitted for consumer self service.   In the case of 
raw/uncooked frozen shrimp, the product should be displayed in a method that will not contaminate other food 
products. The product should be displayed high enough to discourage children from touching it and a sanitary 
scoop should be available to dispense the product.  The display equipment should be capable of maintaining 
the product in a frozen state and should be placed in an area that is conducive to constant monitoring by 
employees.  All other raw/uncooked potentially hazardous food products shall not be offered for sale as 
self-service. 
 
FOR REFERENCE ONLY - FOOD CODE 3-306.13 
 
Revised 7-3-03 
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PROCEDURE I I I - 10 
For mer l y 026 

 
Si nk Requi r ement s i n Food Est abl i shment s 
 
To hel p c l ar i f y t he i nspect i onal  c l assi f i cat i on of  var i ous pl umbi ng 
def i c i enci es wi t hi n f ood est abl i shment s,  t he f ol l owi ng gui del i nes have been 
devel oped i n or der  t o keep enf or cement  consi st ent  acr oss t he st at e.   
 
Gener al l y speaki ng,  hand si nks and equi pment  s i nks,  i n suf f i c i ent  number s,  
pr oper l y l ocat ed and pl umbed,  ar e r equi r ed i n any est abl i shment  wher e f ood 
pr oduct s ar e manuf act ur ed,  pr ocessed or  ot her wi se handl ed i n an unpackaged 
f or m* .  These si nks must  be equi pped wi t h hot  and col d wat er  under  pr essur e.   
( The si ze of  t he f ood handl i ng/ manuf act ur i ng oper at i on has not hi ng t o do wi t h 
whet her  or  not  t hese si nks ar e r equi r ed) .    
 
The f ai l ur e of  a f i r m t o pr ovi de t he r equi r ed pl umbi ng wi l l  al ways be 
document ed.  However ,  i t  i s  i mpor t ant  t o not e t hat  not  al l  pl umbi ng 
def i c i enci es wi l l  war r ant  an OAI  c l assi f i cat i on.  I n some si t uat i ons,  t he 
s i gni f i cance of  t he v i ol at i on does not  suppor t  r egul at or y act i on and t he 
pl umbi ng def i c i ency wi l l  be consi der ed “ obj ect i onabl e but  not  act i onabl e” .    
 
Due t o t he compl exi t y of  pl umbi ng i ssues our  r egul at or y appr oach wi l l  be 
r out i nel y r evi ewed and updat ed when appr opr i at e.  Ther ef or e,  f or  pr oper  
eval uat i on,  pl ease pr ovi de f ul l  and compl et e document at i on on any pl umbi ng 
def i c i ency.  
  
Fi nal l y,  t he f ol l owi ng l i s t  of  pl umbi ng exampl es i s not  meant  t o be al l -
i ncl usi ve.   As new si t uat i ons ar i se and a r egul at or y appr oach det er mi ned,  t hey 
wi l l  be added t o t he l i s t .    
 
 
 
 
 
NOTE: SUPPLY ALL PERTINENT INFORMATION IN REFERENCE TO THE PLUMBING AND FOOD 

SERVICE ON THE INSPECTION REPORT TO THE OFFICE. 

 
 



 

 
 
 
Mar ch 11,  2002 
 
 
 
 

EXAMPLES OF PLUMBI NG CLASSI FI CATI ONS 
 
 
 

NOTE:   For  pur poses of  t hi s document ,  est abl i shment s wi t h bever age ser vi ce 
onl y or  t hose wi t h l i mi t ed non- pot ent i al l y  hazar dous pr oduct s such as 
pi ckl ed pr oduct s,  bul k candi es or  dr i ed f oods ar e not  subj ect  t o t he 
r equi r ement s of  f ood pr ocessor s/ packager s not ed i n t he exampl es bel ow.   
 

 
 

1.  No r unni ng wat er  at  al l  i n a f i r m ( r egar dl ess of  whet her  pr ocessi ng 
f oods) .   OAI .   I f  pr ocessi ng,  pl ace st at ement  on I nspect i on Repor t  t hat  
“ Fi r m must  di scont i nue f ood pr ocessi ng and sal e of  pr epar ed f ood” .   
Pr epar ed f ood i s t o be dest r oyed.  

 
2.  Fi r m does not  have a f unct i onal  r est r oom,  accessi bl e t o empl oyees,  on 

pr emi ses ( r egar dl ess of  whet her  pr ocessi ng f oods) .   OAI .   Not e:   An 
out door  por t - a- pot t y can be accept abl e i f  i t  meet s l ocal  code.  

 
3.  No hot  wat er  at  al l  i n a f i r m pr ocessi ng and/ or  packagi ng f ood pr oduct s.  

 OAI .   Pl ace st at ement  on I nspect i on Repor t  t hat  “ Fi r m must  di scont i nue 
f ood pr ocessi ng and sal e of  pr epar ed f ood” .  

 
4.  No hot  wat er  at  al l  i n a f i r m wi t hout  a pr ocessi ng/ packagi ng oper at i on.   

NAI .   Document  but  not  act i onabl e.  
 
5.  Hot  wat er  i s t empor ar i l y  out  of  or der  ( i e:  hot  wat er  heat er  i s br oken)  i n 

a f i r m pr ocessi ng/ packagi ng f ood pr oduct s.   OAI .   Pl ace st at ement  on 
I nspect i on Repor t  t hat  “ Fi r m must  di scont i nue f ood pr ocessi ng and sal e of  
pr epar ed f ood” .  

 
6.  No col d r unni ng wat er  at  any r equi r ed si nk.   OAI  i f  evi dence t hat  

empl oyees ar e not  usi ng a r equi r ed si nk because of  t he hot  wat er  ( ex:  
wat er  t oo hot  t o wash hands) .   Ot her wi se NAI ,  document  but  not  
act i onabl e.  

 
NOTE:   Pr ovi de t emper at ur e of  t he wat er .  

 
7.  No f unct i onal  handsi nk at  al l  i n a f i r m ( excl udi ng r est r oom)  



 

pr ocessi ng/ packagi ng f ood pr oduct s.   I n addi t i on,  f i r m i s not  usi ng t he 
3r d compar t ment  of  t he equi pment  s i nk as a handsi nk.  OAI .   Pl ace 
st at ement  on I nspect i on Repor t  t hat  “ Fi r m must  di scont i nue f ood 
pr ocessi ng and t he sal e of  f ood” .  

 
8.  No conveni ent  handsi nk t o t he pr ocessi ng/ packagi ng ar ea but  anot her  

handsi nk i s avai l abl e f or  use i nsi de t he f i r m ( i ncl udi ng r est r oom) .   NAI .  
 Document  but  not  act i onabl e.  

 
 

9.  No f unct i onal  handsi nk l ocat ed i n or  i mmedi at el y adj acent  t o t he 
r est r oom.   OAI .  

 
10.   Fi r m usi ng 3r d basi n of  t he equi pment  s i nk as a handsi nk.    ( Rest r oom 

handsi nk must  be f unct i onal ) .   NAI .   Document  but  not  act i onabl e.  
 
11.  No hot  wat er  at  a necessar y handsi nk and no ot her  handsi nk avai l abl e 

at  t he f i r m.   OAI .   I f  anot her  handsi nk has hot  wat er  avai l abl e t hen 
NAI .  

 
12.  No hot  wat er  at  a r equi r ed equi pment  s i nk i n a f i r m 

pr ocessi ng/ packagi ng f ood pr oduct s.   OAI .   Not e:   Fi r ms ar e onl y 
r equi r ed t o have one ( 1)  equi pment  s i nk avai l abl e f or  use.  

 
13.  No mul t i pl e compar t ment  equi pment  s i nk and f i r m has a s i ngl e 

compar t ment  s i nk avai l abl e f or  use on si t e i n a f i r m wi t h f ood 
pr ocessi ng/ packagi ng.      

     Mi ni mal  pr ocessi ng ( i e:  kni f e,  t ongs,  scoops, …) ,  NAI  
  Compl ex pr ocessi ng ( f r y i ng,  sal ads,  r aw/ r eady- t o- eat ) ,  OAI .  

 
  NOTE:   Cl assi f i cat i on i s based on t he f ood saf et y r i sk ( i e:  hazar d)  

i nvol ved.   Pr ovi de document at i on on t he ext ent  of  f ood ser vi ce.  

 
14.  No equi pment  s i nk at  al l  i n a f i r m wi t h f ood pr ocessi ng/ packagi ng.   

OAI .   Pl ace st at ement  on I nspect i on Repor t  t hat  “ Fi r m must  di scont i nue 
f ood pr ocessi ng and sal e of  pr epar ed f oods” .    

 
15.  I nadequat e hot  wat er  suppl y f or  f i r m’ s needs ( at  any necessar y s i nk) .  

a.  Hot  wat er  t ur ned of f  at  t he st ar t  of  t he i nspect i on i n a f i r m 
wi t h f ood pr ocessi ng/ packagi ng.   OAI ,  i f  evi dence can be 
est abl i shed over  t i me t hat  f i r m i s not  usi ng hot  wat er .   
Ot her wi se NAI ,  document  but  not  act i onabl e.  

b.  Hot  wat er  cut  on/ of f  at  t he val ve due t o a l eaki ng f aucet  ( f i r m 
pr ocessi ng/ packagi ng f oods) .   OAI ,  i f  evi dence i ndi cat es t hat  



 

f i r m i s not  usi ng t he wat er  ( i e:  r ust  i n wat er ) .    Ot her wi se NAI ,  
document  but  not  act i onabl e.  

 
17.   Faucet  r eaches onl y ( 1)  one compar t ment  of  t he equi pment       s i nk 

( i e:  does not  ext end t o al l  compar t ment s of  t he s i nk) .    OAI ,  i f  
document at i on i ndi cat es t hat  f i r m i s onl y usi ng 1    basi n of  t he s i nk 
and “ compl ex pr ocessi ng”  i s occur r i ng.      Ot her wi se NAI ,  document  but  
not  act i onabl e.  

 
 
 
18.  Dr ai n l i ne i s di sconnect ed f r om t he si nk ( i e:  s i nk i s not    

f unct i onal ) .   OAI ,  i f  no ot her  pr oper l y pl umbed si nk      avai l abl e 
f or  use.   Ot her wi se NAI .  

 
19.   Two ( 2)  r est r ooms i n t he f i r m,  one does not  have r unni ng wat er  

avai l abl e at  t he handsi nk.    OAI ,  unl ess f i r m r est or es wat er  t o t he 
handsi nk or  shut s down t he r est r oom ent i r el y.   I f  r est r oom i s shut  
down t hen t he ot her  r est r oom needs t o be conver t ed t o uni - sex unt i l  
t he wat er  i s cor r ect ed.  

 

 

 

 

Revi sed Mar ch 11,  2002 
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Pr ocedur e I I I - 12 3 
New 4 

 5 
FOODS,  I NCLUDI NG “ PI ES”  ACCEPTABLE FOR UNREFRI GERATED RETAI L 6 

DI SPLAY 7 
 8 
Some f ood pr oduct s and especi al l y pi es,  e. g.  pumpki n,  sweet  9 
pot at o,  cust ar d t ype pi es et c. ,  t r adi t i onal l y,  due t o 10 
f or mul at i on,  have been cl assi f i ed as “ pot ent i al l y  hazar dous”  f ood 11 
pr oduct s r equi r i ng r ef r i ger at i on.   However ,  some manuf act ur er s,  12 
agai n,  by f or mul at i on,  have made t hei r  pr oduct  “ shel f  st abl e”  and 13 
can no l onger  be consi der ed as pot ent i al l y  hazar dous.    14 
 15 
For  a quest i onabl e f ood pr oduct ,  by any manuf act ur er ,  i ncl udi ng 16 
home oper at or s,  t o be consi der ed “ shel f  st abl e” ,  t hey must  submi t  17 
t he appr opr i at e dat a t o t he Food Saf et y Cent r al  Of f i ce f or  r evi ew 18 
and accept ance.   When t hei r  pr oduct  i s accept ed as “ shel f  19 
st abl e” ,  t he pr oduct  wi l l  be i ncl uded i n t he at t ached t abl e.  20 
 21 
Not e:   Our  agency does not  “ appr ove”  f ood pr oduct s.   We onl y 22 
“ accept ”  t he pr oduct / pr ocess.  23 
 24 
 25 
 26 
 27 
 28 
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PROCEDURE I I I - 13 50 
For mer l y 010 51 

 52 
COMPLI ANCE ACTI ONS FOR OUTDATED I NFANT FORMULA 53 
 54 
Each and ever y t i me you f i nd out dat ed i nf ant  f or mul a ( or  55 
i nf ant  f or mul a wi t hout  an open code dat e)  bei ng of f er ed f or  56 
sal e,  l i s t  t hi s noncompl i ance as an obj ect i onabl e condi t i on 57 
on an i nspect i on r epor t  i ndi cat i ng bot h t he number  of  58 
cont ai ner s i nvol ved and t he act ual  dat es on t he cont ai ner s.  59 
I n addi t i on r equest  and wi t ness t he vol unt ar y dest r uct i on of  60 
t he v i ol at i ve cont ai ner s.  I f  t he f i r m r ef uses t o vol unt ar i l y  61 
dest r oy t he i nf ant  f or mul a pl ace i t  under  sei zur e.  62 
 63 
Li st  t he pounds dest r oyed or  sei zed on t he dat a ent r y 64 
sect i on of  t he i nspect i on r epor t .  65 
 66 
Exampl e:  Fi ve/ 13 oz.  cans of  Si mi l ac I nf ant  For mul a wer e 67 
obser ved out dat ed( 1 NOV 98)  and bei ng of f er ed f or  sal e on 68 
t he r et ai l  shel f .  69 
 70 
 71 
 72 
 73 
 74 
 75 
 76 
REVI SED Jul y 1999 77 
 78 
 79 
 80 
 81 
 82 
 83 
 84 
 85 
 86 
 87 
 88 
 89 
 90 
 91 
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 93 

PROCEDURE III-14 94 
New 95 

 96 

RETAIL EGG INSPECTION 97 
 98 
The i nspect i on of  eggs on t he r et ai l  l evel  i s  t o be i ncor por at ed 99 
i nt o your  r out i ne i nspect i on of  r et ai l  est abl i shment s.   Thr ee 100 
l ot s of  eggs wi l l  be i nspect ed at  each f i r m,  sever al  car t ons of  101 
each l ot .   The i nspect i on wi l l  consi st  of  t emper at ur e check and 102 
vi sual  exami nat i on of  t he eggs f or  checks,  l oss eggs.  ( di r t y eggs 103 
and l eaker s) .  104 
 105 
I f  t he eggs ar e not  r ef r i ger at ed at  l ess t han 45 degr ees F. ,  you 106 
shoul d have t he f i r m r ef r i ger at e t he eggs i mmedi at el y.  107 
 108 
I f  you encount er  a pr obl em wi t h di r t y eggs and/ or  l eaker s i n 109 
excess of  2%,  or  wi t h checked eggs i n excess of  9%,  management  110 
shoul d be not i f i ed and gi ven an oppor t uni t y t o r e- wor k t he eggs.  111 
 I f  t hi s can not  be done by t he t i me t he i nspect i on i s compl et ed,  112 
t he eggs wi l l  have t o be sei zed unt i l  t he i nspect or  has an 113 
oppor t uni t y t o r et ur n t o t he est abl i shment  t o r e- i nspect  t he 114 
eggs.   I f  t he f i r m does not  wi sh t o r e- wor k t he eggs,  t he l ot  115 
shoul d be r emoved f r om sal e and r et ur ned t o t he pr ocessor  f or  r e-116 
wor ki ng.   Act ual  candl i ng of  eggs i s not  necessar y except  i n 117 
si t uat i ons wher e i t  coul d assi st  i n t he det er mi ni ng a v i ol at i on 118 
i nvol v i ng check eggs.   ( i .  e.  When checks ar e appr oachi ng 10%) .  119 
 120 
I n al l  i nst ances wher e vi ol at i ons ar e encount er ed,  document at i on 121 
on t he I nspect i on Repor t  shoul d i ncl ude a descr i pt i on of  t he 122 
vi ol at i on,  t he number  of  dozens of  eggs i n v i ol at i on and t he 123 
pr oducer ’ s name or  P- number .   124 
 125 
Revi sed August  99 Edi t ed Apr i l  5,  2000 126 
 127 
Or i gi nal l y dr af t ed by JAM  128 
 129 
 130 
 131 
 132 
 133 
 134 
 135 
 136 
 137 
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 139 

PROCEDURE I I I - 15 140 
For mer l y 015 141 

 142 
WI LD GAME AND CUSTOM( UNI NSPECTED) MEAT PROCESSI NG 143 
 144 
When i nspect i ng any meat  pr ocessi ng ar ea you shoul d det er mi ne i f  145 
t he meat  has been pr evi ousl y i nspect ed.   Meat  and/ or  cont ai ner s 146 
t hat  have a USDA pl ant  # or  Vi r gi ni a Meat  I nspect i on #,  shoul d be 147 
consi der ed as i nspect ed.  I f  t hi s i s t he case,  t hen t r eat  t he 148 
i nspect i on l i ke you woul d any ot her  i nspect i on of  a meat  pr ocessi ng 149 
ar ea.   150 
 151 
I f  you det er mi ne t hat  t he meat  i s uni nspect ed,  you shoul d det er mi ne 152 
i f  i t  i s  wi l d game such as,  squi r r el ,  opossum,  deer ,  muskr at ,  153 
beaver ,  and/ or  r abbi t ,  et c. ,  or  i t  i s  meat  t hat  f al l s  under  154 
j ur i sdi ct i on of  t he Whol esome Meat  Act  such as por k,  sheep,  goat ,  155 
hor se,  cow,  and/ or  poul t r y.  156 
 157 
Any est abl i shment  t hat  pr ocesses t he ( non- wi l d game)  uni nspect ed 158 
meat  shoul d be per mi t t ed by St at e Meat  I nspect i on.  " Uni nspect ed 159 
meat "  pr ocessi ng means t he cut t i ng,  sl i ci ng,  gr i ndi ng,  et c.  of  meat  160 
or  poul t r y( non- wi l d game)  t hat  has not  been i nspect ed by ei t her  161 
USDA or  VDACS.   Est abl i shment s can not  sel l  uni nspect ed meat s of  162 
t r adi t i onal  ani mal s,  such as por k,  beef ,  sheep,  goat ,  poul t r y,  and 163 
hor se.  ( An exampl e of  t hi s i s Far mer  Br own r ai ses hi s hogs and set s 164 
asi de one f or  f at t eni ng at  t he end of  t he year .   Af t er  t hat  hog i s 165 
f at t ened wi t h gr ai n i t  i s  s l aught er ed.   I t  i s  t hen cut ,  gr ound,  166 
sl i ced,  and packaged t he way Far mer  Br own want s i t  at  hi s l ocal  167 
st or e t hat  has a meat  depar t ment  wi t h a cust om pr ocessi ng per mi t  168 
f r om Meat  I nspect i on.   When t he hog has been t ot al l y pr ocessed,  169 
Far mer  Br own comes back t o t he st or e and pi cks up hi s packages of  170 
meat  and t akes t hem home f or  hi m t o use t hr oughout  t he year .   These 171 
pr oduct s ar e not  sol d at  t he f i r m,  but  a f ee i s pai d f or  t he act ual  172 
pr ocessi ng of  t hem. )  I f  you f i nd a f i r m t hat  i s conduct i ng t hi s 173 
t ype of  " uni nspect ed meat "  pr ocessi ng oper at i ons -  you shoul d do 174 
t he f ol l owi ng:  175 
 176 

1.  Ask t o see t he cust om pr ocessi ng exempt i on cer t i f i cat e i ssued by 
VDACS Meat  I nspect i on.   I f  t hey have one,  t hen r ef er  t o t he MOU 
bet ween Dai r y and Foods and Meat  I nspect i on dat ed Apr i l  24,  1998.  
 I t  det ai l s t he i nspect i onal  r esponsi bi l i t i es bet ween t he t wo 
of f i ces and i s at t ached.  

 
 



   
   

2.  I f  t hey do not  have one,  t hen advi se t he owner / oper at or / manager  t o 
cont act  St at e Meat  I nspect i on and appl y f or  a per mi t  of  exempt i on,  
or  t hey can di scont i nue pr ocessi ng t hat  par t i cul ar  k i nd of  meat .   
The r esponsi bi l i t y  f or  cont act i ng St at e Meat  I nspect i on 
( 804. 786. 4569)  t o obt ai n a per mi t  of  exempt i on l i es wi t h t he 
management  of  t he f i r m.  The Food Saf et y Speci al i st  wi l l  al so 
r epor t  t he f i ndi ngs i n t he I nspect i on Repor t .  

 
3.    Advi se t he owner / oper at or / manager  t hat ,  when he pr ocesses 

uni nspect ed meat ,  he must  t hor oughl y cl ean and sani t i ze al l  of  t he 
equi pment  ( t hat  came i n cont act  wi t h t he uni nspect ed meat )  pr i or  
t o usi ng i t  agai n t o pr ocess i nspect ed meat .  

      
I n addi t i on t o Meat  I nspect i on handl i ng t he pr ocessi ng of  t he 
t r adi t i onal  meat s such as beef ,  por k,  and poul t r y,  t hey al so conduct  
i nspect i ons on some exot i c meat s on r equest  -  such as emu,  ost r i ch,  and 
buf f al o.    
  
Any est abl i shment  t hat  pr ocesses wi l d game such as deer ,  r abbi t s,  
opossums,  et c. . .  wi l l  f al l  under  t he j ur i sdi ct i on of  t he Of f i ce of  Food 
Saf et y.   ( An exampl e of  t hi s woul d be Hunt er  Jane ki l l s  a pr i ze buck 
deer  and not  onl y want s t o mount  t he head,  but  al so want s t o get  t he 
meat  cut  i nt o some st eaks,  r oast s,  and some gr ound i nt o bur ger  meat - and 
t hen packed f or  f r eezi ng.   Af t er  she beheads,  evi scer at es,  and r emoves 
t he hi de she t akes i t  t o t he l ocal  mar ket  t hat  has a meat  depar t ment  
t hat  i s  i nspect ed by OFS.   She l eaves t he deer  and r et ur ns t o pi ck up 
t he packed pr oduct s and pays t he but cher  f or  t he ser vi ce.   I n t hi s 
si t uat i on t he but cher  i s bei ng pai d f or  t he ser vi ce- not  f or  t he meat . )  
   The meat  i s not  r equi r ed t o be i nspect ed and t he Of f i ce of  Food 
Saf et y ( OFS)  cannot  pr ohi bi t  t hi s act i v i t y.   Addi t i onal l y,  t he 
pr ocessi ng f aci l i t y  woul d not  have t o appl y f or  a per mi t  of  exempt i on 
si nce wi l d game i s not  cover ed by t he Whol esome Meat  Act .   Ther e ar e 
some gui del i nes t hat  must  be adher ed t o:  

 
1.   Advi se t he owner / oper at or / manager  t hat ,  when he/ she pr ocesses 

uni nspect ed meat ,  he/ she must  t hor oughl y cl ean and sani t i ze al l  of  
t he equi pment  ( t hat  came i n cont act  wi t h t he uni nspect ed meat )  
pr i or  t o usi ng i t  agai n t o pr ocess i nspect ed meat .   I f  t hi s i s a 
f aci l i t y  t hat  ut i l i zes t he same pr ocessi ng ar ea f or  i nspect ed 
meat s -  i t  shoul d be st r ongl y r ecommended t hat  t he pr ocessi ng of  
non i nspect ed meat s t ake pl ace at  t he end of  t he day,  j ust  pr i or  
t o c l eanup.  

 
2.  Keep i n mi nd t hat  t he above ment i oned meat s may har bor    ser i ous 

communi cabl e di seases,  such as t ul ar emi a i n r abbi t s,  har es,  
muskr at s,  beaver s and some domest i c ani mal s.  Caut i on shoul d be 
exer ci sed when handl i ng t hese pr oduct s.  

 



   
   

3.    The act ual  sl aught er  ( ki l l i ng,  gut t i ng,  bl eedi ng,  and    ski nni ng)  
of  t he ani mal s shoul d be done out si de of  t he act ual  pr ocessi ng 
ar ea i n an ar ea desi gnat ed as a “ ki l l  r oom”  or  “ ki l l  f l oor ” .   Thi s 
pr ocessi ng st ep wi l l  gr eat l y r educe t he r i sk of  cont ami nat i on by 
bact er i a f r om t he gut s,  f eces and hai r  f r om t he hi de.  

   
4.  Ther e i s no pr obl em wi t h t he f aci l i t y  get t i ng a monet ar y f ee f or  

pr ocessi ng t he ani mal s,  but  gener al l y speaki ng,  i t  i s unl awf ul  t o 
sel l  t he act ual  wi l dl i f e ( any non- domest i cat ed member  of  t he 
ani mal  k i ngdom)  meat  EXCEPT as speci f i cal l y per mi t t ed by l aw or  
r egul at i on.   The pr obl em i s i n t he except i on.   I t  seems t her e ar e 
any number  of  speci f i c  except i ons or  aut hor i zed avenues f or  t he 
sal e of  var i ous wi l d l i f e speci es.   Some ar e mor e f ar  r eachi ng 
t han ot her s.   Si nce t hi s mat t er  i s so compl ex,  i t  i s  r ecommended 
t hat  i f  you encount er  t he SALE of  wi l d game of  any t ype,  you 
cont act  a r epr esent at i ve of  t he Vi r gi ni a Depar t ment  of  Game and 
I nl and Fi sher i es or  t he Mar i ne Resour ces Commi ssi on,  t o det er mi ne 
i f  t he pr oduct  i s “ l egal ”  i n t he f i r st  pl ace.   Locat i ons and phone 
number s of  t he Depar t ment ’ s of f i ce ar e l i s t ed bel ow:  

 
To obt ai n addi t i onal  i nf or mat i on f or  wi l d game and f r esh wat er  f i sh:  

 
Gener al l y,  f i sh caught  by r ecr eat i onal  f i sher men can not  be sol d f or  

r et ai l  sal e.  Onl y f i sh caught  by f i sher men who have a commer ci al  
f i shi ng l i cense can sel l  t hei r  cat ch f or  r esal e.  

 
Cal l  1- 800- 237- 5712 
 
or  
 
E- mai l :  wi l dcr i me@dgi f . st at e. va. us  
 
When r equest i ng i nf or mat i on,  be sur e t o have avai l abl e t he bel ow 
i nf or mat i on i n t he event  a v i ol at i on has occur r ed:   
    
 What  t ype of  act i v i t y i s t aki ng pl ace? 
     
 Wher e i s i t  t aki ng pl ace- ci t y,  count y,  name of  f aci l i t y? 
     
 Who was i nvol ved,  descr i bi ng per sons( names i f  known) vehi c l es 

( l i cense number s ar e cr uci al ) - i f  appl i cabl e,  names of  ot her  
wi t nesses.   

     
 When di d i t  happen ( dat e and t i me ar e ver y i mpor t ant ! )  
 
 What  speci f i c  ani mal s ar e bei ng sol d? 
 
 
 



   
   

Regi onal  Of f i ces  
                                 
Regi on I  
                                5806 Moor et own Road 
                                Wi l l i amsbur g,  VA 23188 
                                Phone:  ( 757)  253- 7072 
                                Fax:  ( 757)  253- 4182 
Regi on I I  
                                910 Thomas Jef f er son Road 
                                For est ,  VA 24551- 9223 
                                Phone:  ( 804)  525- 7522 
                                Fax:  ( 804)  525- 7720 
Regi on I I I  
                                1796 Hi ghway Si xt een 
                                Mar i on,  VA 24354 
                                Phone:  ( 540)  783- 4860 
                                Fax:  ( 540)  783- 6115 
 
Regi on I V 
                                4725 Lee Hi ghway 
                                P. O.  Box 996 
                                Ver ona,  VA 24482 
                                Phone:  ( 540)  248- 9360 
                                Fax:  ( 540)  248- 9399 
 
Regi on V 
                                1320 Bel man Road 
                                Fr eder i cksbur g,  VA 22401 
                                Phone:  ( 540)  899- 4169 
                                Fax:  ( 540)  899- 4381  
                                  
Di st r i ct  Of f i ces  
  
Ashl and 
                                12108 Washi ngt on Hi ghway 
                                Ashl and,  VA 23005 
                                Phone:(804)752-5502 (game) 

                                Phone: ( 804) 752- 5503 ( Fi sh. )  
                                Fax:  ( 804)  752- 5505 
 
 Bl acksbur g  
                        Dr aper  Aden Bui l di ng 

                                2206 S. Main Street, SuiteC 
                                Bl acksbur g,  VA 24060 
                                Phone:  ( 540)  951- 7923 
                                Fax:  ( 540)  951- 8011 
 



   
   

Char l ot t esvi l l e 
                                900 Nat ur al  Resour ces Dr i ve 
                                Sui t e 1060 
                                Char l ot t esvi l l e,  VA 22903 
                                Phone:  ( 804)  296- 4731 
                                Fax:  ( 804)  979- 0927 
Far mvi l l e 
                                HC 6,  Box 46 
                                Far mvi l l e,  VA 23901 
                                Phone:  ( 804)  392- 9645 
                                Fax:  ( 804)  392- 1415 
 
Suf f ol k  
                                5268 Godwi n Boul evar d 
                                Suf f ol k,  VA 23434 
                                Phone:  ( 757)  255- 0523 
                                Fax:  ( 757)  255- 0626 
 Vi nt on 
 
                                209 East  Cl evel and Avenue 
                                Vi nt on,  VA 24179 
                                Phone:  ( 540)  857- 7704 
                                Fax:  ( 540)  857- 7532   
 

To obt ai n addi t i onal  i nf or mat i on concer ni ng sal t  wat er  f i sh and 
cr abs:   

 
 
 

Generally, fish caught by recreational fishermen can not be sold for retail sale. Only fish caught by 
fishermen who have a commercial fishing license can sell their catch for resale. 

 
 
Mar i ne Resour ce Commi ssi on 
 
2600 Washi ngt on Avenue 
Newpor t  News,  VA 23607- 0756 
Of f i ce Hour s:  Monday t hr ough Fr i day,  8: 15 A. M.  -  5: 00 P. M.  

Mai n Of f i ce ( 757)  247- 2200 

 
V/ TDD ( 757)  247- 2292 

 
I nf or mat i on and Emer gency Hot l i ne 1- 800- 541- 4646 V/ TDD 

 
 
Revi sed Febr uar y 28,  2000 
 



   
   

FIELD OPERATIONS MANUAL 
 

Pr ocedur e I I I - 16 
For mer l y 028 

 
PRELI MI NARY I NSPECTI ONS OF PROPOSED WATER BOTTLI NG SI TES 
 
Whenever  you ar e r equest ed t o conduct  a pr el i mi nar y i nspect i on of  a 
pr oposed wat er  bot t l i ng oper at i on ( i . e.  i nspect i on of  a spr i ng si t e f or  
appr oval / di sappr oval  as a wat er  sour ce)  you shoul d f i r st  obt ai n as much 
i nf or mat i on as possi bl e concer ni ng t he pr oposed oper at i on t o assur e 
t hat  t he oper at i on wi l l  be wi t hi n our  ar ea of  j ur i sdi ct i on.   I f  t he 
pr oposed oper at i on i s wi t hi n our  j ur i sdi ct i on,  you shoul d t hen cont act  
t he appr opr i at e Regi onal  Of f i ce of  t he Vi r gi ni a Depar t ment  of  Heal t h-
Of f i ce of  Wat er  Pr ogr ams f or  t he par t i cul ar  count y wher e t he wat er  
sour ce i s l ocat ed ( see t he at t ached map) .   You shoul d ar r ange a j oi nt  
v i s i t  wi t h t he Wat er  Pr ogr ams engi neer  t o t he s i t e of  t he pr oposed 
oper at i on.   The Wat er  Pr ogr ams engi neer  wi l l  make r ecommendat i ons on 
whet her  t he si t e wi l l  be accept abl e as a wat er  sour ce,  and wi l l  advi se 
us on sour ce pr ot ect i on ( i . e.  how t o bui l d t he spr i ng c i st er n t o 
pr event  sur f ace wat er  cont ami nat i on,  how f ar  down i n t he gr ound t o 
pl ace t he si des of  t he spr i ng box t o pr ecl ude sur f ace wat er  seepi ng 
i nt o t he suppl y,  shoul d t he gr ound be sl oped away f r om t he spr i ng box,  
et c. ) .   These r ecommendat i ons ar e advi sor y.   However ,  t hese engi neer s 
have t he exper t i se i n pr ot ect i on of  wat er  sour ces,  and i t  i s  unl i kel y 
t hat  we woul d ever  ser i ousl y modi f y t hese r ecommendat i ons.   I n addi t i on 
t o t hese r ecommendat i ons,  t he engi neer s may r equi r e t hat  speci f i c t est s 
be per f or med,  some of  whi ch may t ake a consi der abl e amount  of  t i me,  and 
t hey may r ecommend var i ous t r eat ment s f or  t he wat er  suppl i es t o be 
consi der ed saf e.  
 
I f  i t  i s  det er mi ned t hat  t he s i t e wi l l  be unaccept abl e f or  wat er  
bot t l i ng pur poses,  t he per son pr oposi ng t he bot t l i ng oper at i on shoul d 
be i nf or med of  t hi s deci si on.   However ,  i f  t he si t e i s accept abl e,  t he 
pr oposed oper at or  shoul d be i nf or med of  what  modi f i cat i ons ar e 
necessar y t o pr oper l y pr ot ect  t he wat er  sour ce,  and r ecommendat i ons 
shoul d be made f or  set t i ng up t he wat er  bot t l i ng oper at i on i n 
compl i ance wi t h t he Vi r gi ni a Food Laws and appl i cabl e r egul at i ons.   To 
t hat  end,  you shoul d r evi ew and l eave wi t h t he oper at or  CFR Par t s 110,  
129 and 165.   Par t  110 addr esses good manuf act ur i ng pr act i ces,  Par t  129 
addr esses t he const r uct i on of  t he wat er  bot t l i ng oper at i on and Par t  165 
deal s wi t h wat er  qual i t y st andar ds.   ( Copi es of  t hese par t s can be 
obt ai ned f r om t he of f i ce;  i n many cases,  copi es of  t hese par t s wi l l  
have al r eady been mai l ed t o t he pr oposed oper at or s) .  
 
I f  t he pr oposed si t e needs modi f i cat i on t o be accept abl e f or  bot t l i ng 
pur poses,  a wat er  sampl e need not  be t aken unt i l  t he modi f i cat i ons have 
been compl et ed ( i t  makes no sense t o col l ect  a sampl e of  wat er  f or  
bact er i ol ogi cal  anal ysi s f r om an unpr ot ect ed sour ce) .  I f  t he si t e does 



   
   

not  need modi f i cat i on,  a sampl e shoul d be col l ect ed by t he f i r m t o 
det er mi ne t he qual i t y of  wat er  pr i or  t o t r eat ment .    
 
As wi t h any vi s i t ,  a memor andum shoul d be compl et ed t o f ul l y  document  
t hese meet i ngs and any r ecommendat i ons t hat  you make.  
 
 
Edi t ed Januar y 30,  2001 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

FI ELD OPERATI ONS MANUAL 
 

Pr ocedur e I I I - 17 
New 

 
 
Not i ce of  Sei zur e 
 
A Food Saf et y Speci al i st  shoul d onl y i ssue sei zur e not i ces when i t  
becomes necessar y t o hol d a suspect  f ood pr oduct  f or  f ur t her  
i nvest i gat i on.  Exampl es:  
 

1)  Sei zur e can be used t o hol d f ood pendi ng                     
                                       l abor at or y anal ysi s.  
2)  Sei zur e can be used t o hol d f ood f or  ot her  agenci es unt i l  
t hey have t i me t o t ake act i on.  
3)  Sei zur e can be used t o hol d f ood t hat  has been i n a di sast er  
unt i l  i t  can be sal vaged or  dest r oyed.  
4)  Sei zur e can be used t o det ai n f ood when shi ppi ng pr oduct  t o 
anot her  st at e f or  sal vage pur poses.  
 

The or i gi nal  copy of  t he sei zur e not i ce shoul d be l ef t  wi t h per son i n 
char ge of  t he oper at i on.  A copy shoul d be sent  t o t he of f i ce and t he 
Food Saf et y Speci al i st  shoul d r et ai n a copy f or  hi s/ her  f i l es.   
 
I n conj unct i on wi t h t he i ssuance of  t he sei zur e not i ce ( or  r el ease 
not i ce) an I nspect i on Repor t  must  al so be compl et ed,  document i ng t he 
si t uat i on.   When f i l l i ng out  t he I nspect i on Repor t  make sur e t o put  
i n t he dat a ent r y sect i on t hat  t he pr oduct  was sei zed or  r el eased and 
t he amount .  
 
 
THE SEIZURE FOR SHOULD BE FILLED OUT ACCORDINGLY: 
 
Dat e:  Dat e t he sei zur e was made.   
 
I ssued t o:  Per son i n char ge of  oper at i on.   
 
Fi r m:  Name of  est abl i shment .   
 
Addr ess :  Addr ess of  est abl i shment .  
 
Pr oduct :  Name of  t he pr oduct  sei zed.  The pr oduct  code shoul d be 

r ecor ded her e,  i f  pr act i cal .    
 
Amount :  Amount  i n pounds.  
  
Manuf act ur er :  Name of  t he manuf act ur er .  
  



   
   

Addr ess :  Addr ess of  t he manuf act ur er .  
 
Reason f or  Sei zur e:  ( Exampl e:  The cor n bei ng gr ound cont ai ned r odent  

pel l et s. )  
 
Remar ks :  The f ol l owi ng st at ement  shoul d be t yped i n t hi s sect i on i f  

i t  i s  not  pr epr i nt ed:  THI S PRODUCT I S NOT TO BE MOVED,  
SOLD,  OR DESTROYED UNTI L RELEASED I N WRI TI NG BY A 
REPRESENTATI VE OF THE VDACS FOOD SAFETY PROGRAM.  

 
Al so,  any sampl es t aken shoul d be t yped i n t hi s sect i on.  
 
Recei pt  Acknowl edged By :  The name and t i t l e of  t he most  r esponsi bl e 
per son i nvol ved i n t he oper at i on.   Thi s i nf or mat i on shoul d be t yped 
and t he per son shoul d s i gn i t .  
NOTE:  The refusal of the firm representative to sign the form does not negate the seizure.  The 
referenced products are still under seizure.  
 
Food Saf et y Speci al i st :  The Food Saf et y Speci al i st  name shoul d be 
t yped and t hen si gned.  
 
 I f  t he pr oduct  has t o be r el eased,  a “ Rel ease”  f or m wi l l  be 
f i l l ed out .   Thi s f or m i s i dent i cal  t o t he “ Sei zur e”  f or m and shoul d 
be f i l l ed out  usi ng above i nf or mat i on.  The “ Reason”  sect i on shoul d 
st at e t he r eason f or  t he r el ease.  ( Exampl e:  Labor at or y anal ysi s 
r eveal s t hat  t he pr oduct  compl i es wi t h t he Vi r gi ni a Food Laws.  Thi s 
pr oduct  i s r el eased f r om sei zur e. )  
 
 I f  t he pr oduct s sei zed ar e f ound t o be i n v i ol at i on of  t he 
Vi r gi ni a Food Laws t hey need t o be dest r oyed or  denat ur ed.  I n t hi s 
case an I nspect i on Repor t  wi l l  be f i l l ed out  st at i ng t hat  t he 
pr oduct s wer e vol unt ar i l y  dest r oyed or  denat ur ed.  ( See FOM 1- 08,  Use 
of  t he I nspect i on Repor t ,  t he sect i on t i t l ed “ When Used As A Memo For  
Vi s i t s” ) .   A Not i ce of  Rel ease need not  be f i l l ed out  as t he 
I nspect i on Repor t  ser ves as a r el ease.   
 
 The power  t o sei ze f ood pr oduct s on our  own i ni t i at i ve wi t hout  
r ecour se t o t he cour t s i s unusual .  Few agenci es have t hi s amount  of  
power .  Ther ef or e,  you shoul d exer ci se t hi s opt i on j udi c i ousl y.  Onl y 
sei ze pr oduct  whi ch you have good r eason t o bel i eve i s cont r ar y t o 
t he l aw.  Be abl e t o suppor t  your  r easons wi t h l ogi cal  f act s.  Once you 
have sat i sf i ed your sel f  t hat  you ar e j ust i f i ed,  pr oceed.  
 
 As a gener al  r ul e of  t humb you must  sampl e any pr oduct s t hat  you 
sei ze.  Except i ons woul d be i n i nst ances wher e t he damage t o t he 
pr oduct  i s so not i ceabl e any r easonabl e per son woul d concl ude t he 
pr oduct  i s unf i t  f or  f ood or  wher e l ar ge l ot s ar e i nvol ved and you 
must  hol d t he pr oduct  unt i l  you can r et ur n t o super vi se sal vage 
oper at i ons such as a di sast er .  Dur i ng your  t r ai ni ng you wi l l  be 



   
   

exposed t o s i t uat i ons t hat  wi l l  gi ve you a f eel  f or  when t o sampl e 
and when not  t o.  I f  you encount er  s i t uat i ons wher e you have doubt s 
di scuss your  opt i ons wi t h your  Fi el d Super vi sor .  
 
 When you do sampl e sei zed pr oduct s pl ease l i s t  t he sampl e 
number ( s)  i n t he r emar ks sect i on of  t he sei zur e not i ce.  Al so,  on t he 
Col l ect i on Repor t  t ype PRODUCT UNDER SEI ZURE i n t he ‘ cust omer  not es’  
sect i on.  
 
 
I ssued new August  16,  2001  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

Field Operations Manual 
Procedure I I I -18 

NEW 
 
 

INSPECTIONS OF FIRMS PRODUCING FOOD PRODUCTS SUSCEPTIBLE TO CONTAMINATION 
WITH ALLERGENIC INGREDIENTS 

 
 
INTRODUCTION 
 
Each year regulatory agencies receive reports of consumers who experienced adverse reactions following 
exposure to an allergenic substance in foods. Food allergies are abnormal responses of the immune system, 
especially the production of allergen-specific IgE antibodies to naturally occurring proteins in certain foods that 
most individuals can eat safely. The food protein fragments responsible for an allergic reaction are not broken 
down by cooking or by stomach acids or enzymes that digest food.  These proteins can cross the gastrointestinal 
lining, travel through the bloodstream and cause allergic reactions throughout the body. Some foods can cause 
severe illness and, in some cases, a life-threatening allergic reaction (anaphylaxis) that can constrict airways in 
the lungs, severely lower blood pressure, and cause suffocation by the swelling of the tongue or throat.  
 
Frequently such reactions occur because the presence of the allergenic substance in the food is not declared on 
the food label.  Current regulations require that all added ingredients be declared on the label, yet there are a 
number of issues that have arisen in connection with undeclared allergens that are not clearly covered by label 
regulations.  
 
There is scientific consensus that the following foods can cause serious allergic reactions in some individuals and 
account for more than 90% of all food allergies: Peanuts, Soybeans, Milk, Eggs, Fish, Shellfish, Tree nuts and 
Wheat. 
 
If you are requested to do a follow-up investigation involving an allergic reaction, which appears to be caused by an 
undeclared food other than the eight foods listed above, contact your Field Supervisor or Regional Manager for 
further guidance.   
 
 
 
OVERVIEW 
 
The purpose of this guide is to provide the Food Safety Specialist with guidance in the area of inspectional 
methods, techniques and procedures to use during on-site inspections.  This guide covers the following problem 
areas: 
 

1. Products that contain one or more allergenic ingredients, but the label does not declare the ingredient in 
the ingredient statement; 

 
2. Products that become contaminated with an allergenic ingredient due to the firm's failure to exercise 

adequate control procedures, e.g. improper rework practices, allergen carry-over due to use of common 
equipment and production sequencing, inadequate sanitation; 

 



   
   

3. Products that are contaminated with an allergenic ingredient due to the nature of the product or the 
process; i.e., use of common equipment in chocolate manufacturing where interim wet cleaning is not 
practical and only dry cleaning and product flushing is used; 

 
4. A product containing a flavor ingredient that has an allergenic component, but the label of the product 

only declares the flavor, e.g., natural flavor.  Under current regulations, firms are not required to declare 
the individual components of flavors, certain colors, and spices.  However, firms are encouraged to 
specifically label allergenic components/ingredients that are in spices, flavors, and colors; 

 
5. Products that contain a processing aid that have an allergenic component, but the label does not declare 

it.  Processing aids that contain allergenic ingredients are not exempt from ingredient declaration under 
the incidental additives regulation (21 CFR 101.100(a)(3)), and therefore, must be declared. 

 
Note: Processing aids are generally considered to be substances that are added to a food for their 
technical or functional effect during processing but are present in the finished food at insignificant 
levels and do not have any technical or functional effect in that food.  See 21 CFR 101.100(a)(3) for 
more information. 

 
  

INSPECTION PROCEDURES 
 
PRODUCT DEVELOPMENT 
Determine whether the firm identifies potential sources of allergens starting in the product development stage.  
For example, do they identify for each product all ingredients, ingredient components, processing aids, rework, 
processing steps, environmental conditions, and product carry over due to use of common equipment?  Are 
potential sources of allergen contamination identified at each step? 
 
Determine whether the products contain allergenic ingredients.  For the most frequently produced products, 
request formulas.  If formula information is refused, construct formulations by observing production.  
 
Determine if the firm has assessed whether the packaging material used in direct contact with the product 
contains an allergen; e.g., foil coated with wheat ingredient as releasing agent.  
 
Does the firm use processing aids in the manufacture of the food?  If so, do the processing aids contain 
allergenic ingredients?  If so, what are the allergenic ingredients?  
   
Does the firm use spices, flavors, or colors contain allergenic components?  If so, do these spices, flavors or 
colors contain allergenic ingredients?  If so, what are the allergenic ingredients? 
 
RECEIVING 
Determine whether the firm uses allergenic ingredients. 
 
Determine how these allergenic ingredients are handled at receiving and how they are identified and/or 
segregated in raw material storage. 
 
Determine if the firm stores any of these allergenic ingredients in bulk tanks.  If yes, how are the contents of the 
bulk tanks identified?  
 
Determine what the firm’s procedure is for receiving ingredients into the bulk tank and what controls are in 



   
   

place to ensure proper product identity at all times. 
 
Determine if the firm receives any raw materials that are labeled with a statement, such as "this product was 
processed on machinery that was used to process products containing (allergen)" or "may contain (allergen)".  If 
so what ingredients?  How are such statements reflected on the label of the firm’s finished product? 
 
Determine whether a label from each incoming lot of finished product labels is visually checked, either upon 
receipt or during production, to ensure the ingredient statement is correct for the intended product and that it is 
not a carton of mixed labels. 
 
EQUIPMENT 
Try to inspect the equipment before processing begins and document the adequacy of clean up.  For example, is 
there a build up of residual materials or pockets of residue in corners that may contain an allergen from previous 
runs?  What is the condition of the conveyor belts?  Is there any product build-up above processing zones?  Also 
observe whether the firm checks the processing lines for cleanliness prior to production and whether they 
maintain a record of the check.  Is this simply a visual check or does the firm use another method? 
 
Determine whether the firm uses a Clean-In-Place system for cleaning fixed lines, e.g. pipelines and tanks.  If 
so, how do they ensure that the interior surfaces of the welds in the lines are smooth and will not entrap material 
during operation? Are the pipes free from dents? 
 
Determine if equipment is cleanable, e.g. stainless steel, accessible for cleaning. 
 
Determine if the firm has a written procedure for cleaning.  Does the cleaning procedure include how to clean 
and at what frequency the equipment is cleaned?  Describe procedure. 
 
Determine if equipment and production lines are shared to process different products.   
 
� Determine if shared equipment is cleaned in between production of a product that contains allergens and one 

that does not, e.g. full clean-up with detergent and water.  
 
PROCESSING 
Determine what control measures, if any, are used by the firm to prevent the contamination of products that do 
not contain allergens?  What control measures does the firm employ?  At what steps in production are the 
control measures instituted?  
 
� Determine how the firm separates the production of those products that contain allergens from those that do 

not contain such ingredients.   Is cross-contact likely to occur, e.g., airborne food particles, dust, allergen 
product residues from equipment, etc.? 

 
Determine if unpackaged, exposed product on the processing line is handled in a way that protects it against 
contamination. 
 
Determine if shared processing lines (equipment) are used.  If yes, is allergen-containing product processed first 
or last? 
 
Determine what is done with the portion of the product that is a mixture of the non-allergen product and allergen 
product, e.g., is it sent to waste or for animal feed or reworked?  
 
Determine whether the firm reworks product, and if they only rework like products.  How is rework controlled? 



   
   

 Is rework inventory reconciled at the end of the day? 
 
Determine how product to be reworked is stored and identified.  Are rework containers clearly labeled? 
 
Determine how such rework holding vessels and containers are cleaned and stored.   
 
FINAL PRODUCT TESTING 
Determine if the firm performs final product testing for the presence of allergens in products not intended to 
contain allergens.  If so, for which allergens, and how is the testing documented?  
 
Determine what method of analysis is used and the sensitivity of that method. 
 
Determine if the testing is routine or periodic. 
 
 
LABELING 
Determine if finished product label controls are employed, e.g., how are labels delivered to the filling and/or 
packaging area? 
 
Determine if product labels with similar appearances but different ingredients are controlled to ensure that the 
correct label is applied to correct product. 
 
Determine if finished product packages are inspected prior to distribution to ensure that an allergen containing 
product is labeled properly, or that labels are inspected during production.  Is that inspection documented? 
 
Determine if secondary ingredients are incorporated in the final product ingredient statement, e.g. the raw 
material mayonnaise, which contains eggs, oil and vinegar. 
 
Determine if the firm uses a statement such as "this product was processed on machinery that was used to 
process products containing (allergen)" or a statement such as "may contain (allergen)" if the firm uses shared 
equipment for products that contain and products that do not contain allergens.  Any other such statement?  Ask 
the firm why they believe they have to use the precautionary statement. 
 
Determine if the finished product label reflects any precautionary statements that were on the raw material 
labels, e.g., "this product was processed on machinery that was used to process products containing (allergen)".  
 
Determine if the firm has a system to identify finished products made with rework containing allergenic 
ingredients.  Does the final product label identify the allergens that may have been in the reworked product? 
 
SUMMARY 
Allergens may be unintentionally added to food as a result of practices such as improper rework addition, 
product carry-over due to use of common equipment and production sequencing, or the presence of an allergenic 
product above exposed product lines. Such practices with respect to allergenic substances may be insanitary 
conditions that may render the food injurious to health and adulterate the product. 
  
Therefore, it is extremely important that the inspector attempt to fully identify or demonstrate the likely sources 
of and possible routes of contamination of the product with undeclared allergen ingredients.  The critical points 
in the food manufacturing operations should be identified and special attention given to those areas. 
 
Questions that arise should be directed to your Field Supervisor and/or Regional Manager for resolution.  If 



   
   

needed, additional information on allergens can be found at the FDA (www.fda.gov) and National Food 
Processors Association (www.nfpa-food.org) web sites. 
 
 
Issued new March 7, 2002 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

FIELD OPERATIONS MANUAL 
 
 
 
 

Procedure III-19 

NEW 
 
FOOD LABELING GUIDE 

 

Introduction 
The VDACS-Food Safety Program is responsible for  assur ing that foods sold in Virginia are 
safe, wholesome and proper ly labeled.  The purpose of our  labeling program is twofold, to 
prevent the economic deception of the consumer and to provide the consumer the necessary 
information to make an informed choice. Food manufacturers (including home operations) 
must provide full and complete labeling. 

 
It is impractical in this guide to address every food label question that might arise.  When you 
encounter a problem you may submit a label to the Regional office for review, call the office if 
immediate assistance is needed, or check the FDA computer web site at: www.cfsan.fda.gov/dms/lab-
cat.html  
 
The following Food Label requirements must be met in accordance with FDA Code of Federal 
Regulations and Virginia Food Laws 3.1-396 (e): 
 
A) Identity Statement (Name of food) –  21 CFR 101.3 
- Must be on principal display panel (front of container) 
- Must be an accurate description of product (common or usual name) 
- Must be one of the principal features on the label (prominent on the label) 
- If sold in optional forms (whole., sliced, etc.) must be part of identity statement or visible through 

container    
- Must be LARGEST TYPE on principal display panel 

 

B) Ingredient Statement - 21 CFR 101.4 
- Required if food is fabr icated from 2 or  more ingredients.  
- Must be declared by common or usual name (ie: sugar instead of sucrose) 
- Colorings, Additives, Preservatives must be declared (common or usual name) 
- Must be in descending order of predominance by weight. 
- Type size must be at least 1/16 of an inch. 
- May be on principal display or information panel. 
- Ingredients that are fabricated from 2 or more sub components must list the  



   
   

sub-components.  
 
* *Allergens - A complete breakdown of ingredients will be necessary if the product contains an 

allergen (such as peanuts, tree nuts, milk, soy, shellfish, fish, and wheat).   

 
C) Net Weight /Quantity of Contents – All inspection reports should contain the 

following statement: 
 

For  information on the declaration of the net weight or  content, please contact the 
Depar tment of Weights &  Measures at 804/786-2476. 

 

D) Name & Address of Manufacturer, Packer or Distributor – CFR 101.5 
- May be on principal display panel or information panel.  
- Must be conspicuous. 
- Unless the name given is the actual manufacturer it must be accompanied by a qualifying phase.  

For example:  “manufactured for”  or “distributed by.”   
- Street address if the firm’s name/address are not listed in a current city directory or telephone 

book. 
- City or town, state and zip code. 

 

LABELING OF SPECIFIC FOOD PRODUCTS  
 
Eggs – See Virginia Egg Law 
 
- All egg cases or retail containers in which eggs are kept for the purpose of sale, or offered or 

exposed for sale shall be marked (labeled) according to one of the grades and sizes, or marked 
ungraded. 

- The labeling shall appear on the principal display panel of the package.   
- The retail containers shall bear the name and address of the packer or distributor when the eggs are 

kept, offered, or exposed for sale or sold at any place other than on the premises where packed.   
- The grade and size, or ungraded status shall be spelled out in full.  
- When loose eggs are on display for sale, a sign shall be attached showing the grade and size, or the 

ungraded status, in lain view to the public.  
- Safe Handling Statement -  Effective September 4, 2001 all shell eggs that have not been treat to 

destroy salmonella must bear the following statement: 
 
SAFE HANDLING INSTRUCTIONS: To prevent the illness from bacteria; keep eggs refrigerated, 
cook eggs until yolks are firm, and cook foods containing eggs thoroughly. Statement must appear on 
the principal display panel (PDP), information panel, or inside portion (top lid) of egg carton.  
 
Ground Beef 



   
   

 
If the firm elects to voluntarily put a sell-by date on any packaged meat, poultry or seafood product 
they can not remove, alter, destroy or obscure the original sell-by date.  If the product is repackaged, 
the replacement label shall bear the original sell-by date.  One note, this does not apply to meat, 
seafood or poultry that is canned or cured.   
 
When qualifying terms (ie: lean, extra lean, premium,…) are used in the advertising/labeling of ground 
beef products it is necessary to state the maximum %fat in the product.  This information can either be 
stated on the product label or on a placard in reasonable proximity to the ground beef display.    
 
Apples - See Virginia Apple Law 
 
Marking (labeling) – Each closed package shall be marked in a conspicuous manner on the outside 
thereof, or upon a durable stuffer placed within, but readily readable from the outside, with the 
information hereafter listed: 
 
- The correct size of apples; 
- The minimum quantity of apples; 
- The correct variety or varieties of apples;  
- The official grade of apples; and  
- The name and address of the grower or packer. 
 
Organically Grown Foods 
  
For information regarding Organic Food Labeling and/or 3rd party certification please contact Tom 
Smith @804/786-3549.  
 

Sell-By dates on packages 
 
With the exception of infant formula and fluid milk products, the Virginia Food Laws do not require 
sell-by dates on food products.  This is a voluntary practice utilized by industry as a means to maintain 
product quality.  Product dating is a food quality issue not a food safety issue.  As long as the 
product is wholesome and fit for human consumption it can be sold regardless of the product date.  
 
 
 
Issued new March 8, 2002 
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Procedure III-20 

NEW 

 

Nutrition Labeling and Education Act – (NLEA) 
 
The Nutrition Labeling and Education Act requires most foods to bear nutritional labeling and requires 
food labels that bear nutrient content claims and certain health messages to comply with specific 
requirements. Suggest firms interested in NLEA contact FDA at: 
  

Office of Food Labeling  
 HFS-810 
   Food and Drug Administration 
   5100 Paint Branch Parkway 
   College Park, MD  20740 
 301/436-2373 
 
Nutr ition Facts Panel 21 CFR 101.9 (d)  

May be placed on Principal Display Panel or Information Panel and must meet specific 
requirements.   

 
Mandatory Nutr ients Needed on Nutr ition Facts Panel 21 CFR 101.9 (d) (7) (ii)  -    Calories  
   -  Calories from Fat 

- Total Fat   -  Saturated Fat 
- Cholesterol  -  Sodium  
- Total Carbohydrates -  Dietary Fiber 
- Sugars   -  Protein 
- Vitamin A   -  Vitamin C  
- Calcium   -  Iron   

 Percent Daily Values (DV) based on a 2,000 calorie diet 
 (not required on foods for children less than 4 years of age) 
 
Voluntary Nutr ients  

-  Calories from Saturated Fat,  -  Monounsaturated Fat 
-  Polyunsaturated Fat, Potassium -  Soluble Fiber 
-  Insoluble Fiber   -  Sugar Alcohol 
-  Other Carbohydrates. 

 
Serving Size 21 CFR 101.12 

1) Based on Reference Amounts  



   
   

2) Common Household Measurements  
3) Discrete Units. 

 
Nutr ition Label Formats 21 CFR 101.9  

Several different formats can be used and is based on available package space and  size of 
package.  

 
Nutr ient Claims – Must be approved by FDA &  L isted Below 

If a nutrient content, health or implied claim is made on a label then Nutritional Labeling is 
mandatory and the firm loses their exemption.  A claim directly or by implication characterizes 
the level of a nutrient in the food (ie: lowfat).  

 
Nutr ient Content Claims – General Requirements 21 CFR 101.54 (a) 

- Calories - 21 CFR 101.60 
- Sodium - 21 CFR 101.61 
- Fat, Fatty Acids - 21 CFR 101.62 (b) 
- Fatty Acids - 21 CFR 101.62 (c) 
- Cholesterol -  21 CFR 101.62 (d)  
 
Core Descr iptors (Approved by FDA) 
- High – 21 CFR 101.54 (b)    -   Good Source - 21 CFR 101.54 (c)  
- Fiber - 21 CFR 101.54 (d)   -   Low -21 CFR 101.62 (b) (2)  
- Lean - 21 CFR 101.62 (5) (e)  -   Extra Lean - 21 CFR 101.62 (5)(e)  
- Reduced/Less -21 CFR 101.62 (4) -   No Fat - 101.62 (b)    
- More/Added - 21 CFR 101.54 (e)  -   Light/Lite – 21 CFR 101.56  
- High Potency - 21 CFR 101.54 (f) 
 
Synonyms For  Core Descr iptors (Approved by FDA) 
- Free – No, zero, without, trivial source of, insignificant source of, negligible source of  
- Low – Little (few for calories), contains a small amount of, low source of 
- High – Rich in, Excellent Source of 
- Good Source – Contains, Provides 
 
* *Please note: Companies that manufactured/processed foods under  brand names that 
used terms that were undefined pr ior  to 10/25/89 are exempt and allowed to use those 
undefined terms (ex – Diet Coke - Diet is not on the list approved by FDA)**   

 
Health Claims General Requirements  - 21 CFR 101.14 

Author ized by Regulation 21 CFR 101.71  
- Dietary Saturated Fat & Cholesterol and Coronary Heart Disease 21 CFR 101.75 
- Dietary Fat and Cancer  - 21 CFR 101.73 
- Sodium and Hypertension – 21 CFR 101.74 
- Calcium and Osteoporosis  - 21 CFR 101.72 
- Sugar Alcohols and Dental caries – 21 CFR 101.80 
- Soy protein and Coronary Heart Disease (CHD) 
- Soluble Fiber from whole oats or psyliium and  CHD – 21 CFR 101.81 



   
   

- Fruits, Vegetables, and Grain Products for cancer - 21 CFR 101.76 
- Fruits, Vegetables, and Grain Products for CHD – 21 CFR 101.77 
- Folate and Nueral Tube Defects - 21 CFR 101.79  
- Sterol/stanol esters and Coronary Heart  Disease (TENTATIVE – Inter im Rule)   

 
Implied Claims  - 21 CFR 101.65 

An implied claim is one that suggests that a nutrient or ingredient is absent or present in a 
certain amount or claims about a food that suggests a food may be useful in maintaining 
healthy dietary practices.  The requirements for labels with health symbols (vignettes) is 
considered the same as making an implied claim (EX. - heart shape symbol).  

 
 
 
Exemptions to Nutr itional Labeling - 21 CFR Par t 101.9 (j ) 

 
These exemptions deal only with the necessity of having the "Nutrition Facts" panel, and has 
no effect on the mandatory labeling information (i.e., common name of product, net contents, 
ingredient statement, name and address of responsible firm). 
 
EXCEPTION - If any nutrient content claim (e.g., "low fat") or health claim is made, the 
exemption is not applicable.  
 

Automatic Exemption 
Establishments are not required to apply/file for  a Small Business Exemption if they have 
less than < 10,000 units sold and less than < 10 employees. 

 
Small Business Food Labeling Exemptions 

Under 21 CFR 101.9(j)(1), a business may be exempt from the requirement of including a 
"Nutrition Facts" panel on its food packages. This exemption is based on number of employees 
and number of product units sold. 
 

Currently, a business must apply with FDA for  a Small Business Exemption.   
The exemption includes businesses with fewer than 100 employees and annual sales of less 
than 100,000 units. No exemption may be taken if a company has more than the number of 
employees listed regardless of number of units produced.  
 
The exemption also applies to retailers with annual gross sales of less than $500,000, or with 
annual gross sales of food to consumers of less than $50,000. The number of employees is 
based on the average number of full time equivalent employees.  

   
1) A "product" is a food with the same brand name and statement of identity.  
2) A "unit" is a package or, if unpacked, the form in which the product is offered for sale.  
3) "Company" includes domestic and international affiliates.  

 
 



   
   

 
 
Businesses must file an annual notice with FDA that they are claiming an exemption based on 
number of employees and units of product.   The web site available to find information 
regarding Small Business Exemptions and the necessary forms is: 
www.cfsan.fda.gov/dms/sbel.html 
 
 

Other  Exemptions - Nutr itional Labeling - 21 CFR Par t 101.9 (j ) 
 
Foods served for  immediate consumption. 

1)  Restaurants, delis, bakeries, etc. with facilities for immediate consumption. 
a) Situations where food is consumed immediately or while customer walking away. 
b) Ready-to-eat foods not for immediate consumption. 
c) Primarily prepared on-site. 
d) Not offered for sale outside that location. 

 
Probably the biggest area of concern will be in deciding whether a R-T-E food not for 
immediate consumption was primarily processed/prepared on-site. 

 
Administratively, it is impossible to identify each type of food sold and the exact  amount of 
processing or preparation that would be needed to say that the food was “processed and 
prepared primarily”  on site.  Circumstances at the retail level must be the deciding factor. 

 
To provide guidance in this area: 

 
When food is processed or prepared (including portioning) primarily on premises and sold 
there, as in the prepared food sections of supermarkets, nutritional labeling is not required. 
Therefore, nutritional labeling would not be required on bread that is shaped, filled, decorated, 
assembled or customized and baked in the retail establishment.  Cheese that is sliced and 
portioned according to directions given by the consumer and pudding that is portioned 
according to directions given by the consumer need not be nutrition labeled. 
Conversely, if the food arrives at a store in a form to be sold directly to the consumer (ie: it is 
standardized) then nutritional labeling must be required.   In this situation, preparation or 
processing of the food is accomplished primarily at another establishment and the same food is 
then shipped to a retail food store in a form that requires minimal or no further processing (ie: 
thawing the product).  

 
Donated foods- NLEA covers “ food offered for  sale”  only. 
 
Foods shipped in bulk form – 21 CFR 101 .24, 101.100 

1) Used in the manufacture of other foods. 
2) To be processed, labeled, or repacked at another site. 

 
 
Raw fruit, vegetable and fish - 21 CFR 101.42, 101.43, 101.44, 101.45 



   
   

1) Voluntary nutrition labeling program. 
 
Nutr itional Labeling of Dietary supplements  - 21 CFR 101.36 

1) Require Supplement Facts Panel. 
 

Foods of no nutr itional significance (ex: coffee beans, tea leaves) 21 CFR 101.100 
1) All nutrients must be at a level that allows a declaration of “zero” . 
2) Incidental Additives. 

A) Incidental additives are substances that have no technical or functional effect but are 
present in a food by reason of having been incorporated into the food as an ingredient of 
another food, in which the substance did have a functional or technical effect.  

3) Processing Aids. 
A) Substances that are added to a food during the processing of such food but are 
removed in some manner from the food before it is packaged in its finished form.  
B) Substances that are added to a food during processing, are converted into 
constituents normally present in the food, and do not significantly increase the amount 
of the constituents naturally found in the food.  
C) Substances that are added to a food for their technical or functional effect in the 
processing but are present in the finished food at insignificant levels and do not have 
any technical or functional effect in that food. (iii) Substances migrating to food from 
equipment or packaging or otherwise affecting food that are not food additives. 

 
 
 
 
 
 
Issued new March 8, 2002 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

Field Operations Manual 
 
 

Procedure III-21 
 New 

 

Time as a Public Health Control 
 
NOTE:  It is important that this method not be solicited openly to food establishments.  It should be 
limited to those firms that will act responsibly and limited to certain types of foods, for example sliced 
pizza or potentially hazardous ethnic foods that are customarily served at room temperature.  This 
procedure should NOT be used in place of malfunctioning hot cases or  heat lamps. 
 
The following would be required for an establishment to use time as a public health control for 
potentially hazardous foods: 
 

1. The establishment must submit a detailed wr itten plan to your regional manager for approval. 
 A copy of this approved procedure must be kept and followed in each establishment.  In 
addition, written charts/logs of the date and time the food was removed from temperature 
control and the time they were removed from sale and destroyed must be maintained. 

 
2. Each packaged unit or tray of food offered for sale at room temperature must be marked with 

the date and time that the product is removed from temperature control and the date and time 
that the product is to be pulled and thrown away, which is not to exceed 4 hours from the time 
the product was removed from temperature control.  I t is impor tant that all food meet the 
proper  cooking temperature specific for  that food PRIOR to being removed from 
temperature control. 

 
3. Once the unsold portions of food have exceeded the 4-hour time limit, they must be discarded. 

 
 

Special Circumstances 
 
If one firm (Firm A) plans to manufacture/process a food item and deliver it to another firm (Firm B) 
to be sold, the following guidelines must be met: 
 

1. Firm A must cook the product and allow it to reach the proper temperature, label each 
packaged unit or tray of food with the date and time that the product was removed from 
temperature control and with the date and time the product is to be removed from sale by 
Firm B, which is not to exceed 4 hours from the time the product was removed from 
temperature control.   

 



   
   

2. Firm B must remove the packaged units or trays of food from sale at the time indicated on 
the label (no more than 4 hours after the food was removed from temperature control) and 
discard them. 

 
3. A written procedure and charts/logs of the date and time the food was removed from 

temperature control and the date and time the food should be discarded must still be 
maintained at Firm A.  In addition, Firm B should maintain a chart/log of the date and time 
the food is received from Firm A, the date and time the food was removed from temperature 
control, and the date and time the food should be discarded (the latter two should be already 
be provided on the label by Firm A).   

 
 
 
Issued new March 8, 2002 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

FIELD OPERATIONS MANUAL 
 

PROCEDURE III-22 
New 

 
 
 

Inspection of Sprout Processors 
 
Raw sprouts present unique food safety problems because conditions under which they are produced—
growing time, temperature, water activity, pH, and nutrients---are ideal for the rapid growth of 
bacteria.   
 
All parties involved in the production of sprouts -- seed producers, seed conditioners and distributors, 
and sprout producers -- should be aware that seeds and sprouted seeds have been recognized as an 
important cause of foodborne illness. Sprouts have been identified as a special problem because of the 
potential for pathogen growth during the sprouting process. If pathogens are present on or in the seed, 
sprouting conditions may favor their proliferation. There is no inherent step in the production of raw 
sprouts to reduce or eliminate pathogens. Contaminated seed is the likely source for most reported 
sprout-associated outbreaks. Research has been initiated on methods to reduce or eliminate pathogenic 
bacteria on seeds and sprouts and some treatments show promise. However, to date, no single 
treatment has been shown to completely eliminate pathogens under experimental conditions used. 
 
To counter this risk, FDA guidance recommends seed disinfection combined with microbial testing of 
used irrigation water from each batch or production lot to determine whether the pathogens Salmonella 
and E. Coli 0157:H7 are present.   
 
 
 

Sprout-Associated Outbreaks 
 
In 1997, an outbreak of 108 cases of E. coli O157:H7 in Michigan and Virginia was epidemiologically 
associated with sprouts. Traceback revealed that all implicated alfalfa sprouts were produced at a 
single sprouting facility in each state. Sprouts grown by the Michigan sprouter at the time of the 
outbreak came from two lots of seeds; one from Idaho and the other from Australia. The Virginia 
sprout manufacturer used the same lot of Idaho seeds as one of the lots used in Michigan. Cultures 
from this seed lot did not yield E. coli O157:H7.  
 
Further investigations revealed that seed may have been contaminated at the farm where the alfalfa 
was grown. On the alfalfa farm in Idaho where the seeds were harvested, several possible sources of 
contamination from cow and deer manure were noted. Some fields were irrigated with water drained 
from neighboring fields where manure was applied and some alfalfa fields were directly adjacent to 
cattle feed lots. Some alfalfa was grown next to a deer refuge, and deer were observed in these fields 
daily. 



   
   

 
Outbreak investigations identified several factors that affect the microbial safety of sprouted seeds. To 
date, contaminated seeds have been the likely source for most, if not all, outbreaks. Seed 
contamination could have occurred at the farm, seed processor, or sprouting facility. The processes 
used for the production of sprouted seeds offer ample opportunity for cross contamination from a few 
seeds or sprouts to the entire production lot. Most seeds used for sprouting are not grown for human 
consumption. The seeds are generally grown, milled, and stored under conditions where contamination 
can readily occur. Frequent failures to isolate pathogens from implicated seeds suggest that seed 
contamination may be intermittent, at very low levels, or unequally distributed within seed lots. 
However, even low levels of pathogens are a concern. Conditions during sprouting (time, temperature, 
water activity, pH, and nutrients) are ideal for growth of pathogenic bacteria such as Salmonella and E. 
coli.  
 
In recent outbreaks, investigations have attempted to determine the extent to which certain practices, 
such as seed disinfection treatments, are being used by sprout producers associated with an outbreak. 
In general, facilities associated with recent outbreaks often did not apply seed disinfection treatments, 
applied treatments inconsistently, or used disinfectants at relatively low levels. Conversely, facilities 
that traceforward investigations have identified as having used seed from the same lot as an implicated 
facility, but that have not been associated with any reported illnesses, appear to have been consistently 
using seed disinfection treatments, such as 20,000 ppm calcium hypochlorite, to disinfect seed prior to 
sprouting. While there may be other mitigating factors (such as product volume and amount of 
implicated seed used) these observations support the efficacy of seed disinfection treatments as a 
means to reduce the potential of sprout-associated foodborne illness outbreaks. 
 
Requirements: 
 
The following requirements identify the preventive controls that should be taken immediately to 
reduce the risk of raw sprouts serving as a vehicle for foodborne illness and ensure sprouts are not 
adulterated. Failure to adopt effective preventive controls can be considered unsanitary conditions 
which may render food injurious to health. Food produced under such conditions is considered 
adulterated. VDACS will consider enforcement actions against any party who does not have effective 
preventive controls in place, in particular, microbial testing. 
 
These requirements are based on the information provided by the National Advisory Committee on 
Microbiological Criteria for Foods (NACMCF, 1999). 
 
Seed Production:  
Contaminated seed is the likely source for most, if not all, reported sprout-associated outbreaks.  Seeds 
for sprout production should be grown under good agricultural practices (GAPs) in order to minimize 
the likelihood that they will contain pathogenic bacteria.  
There are multiple opportunities during seed production and harvest by which contamination with 
foodborne pathogenic microorganisms can occur. Once present on seeds, these pathogens are likely to 
remain viable for extended periods.  
 
Seed Conditioning, Storage, and Transportation: Seeds that may be used for sprouting should be 
conditioned, stored, and transported in a manner that minimizes the likelihood that the seeds will be 



   
   

contaminated with pathogens. For example, seed should be stored in closed or covered containers in a 
clean dry area dedicated to seed storage. Containers should be positioned off the floor and away from 
walls to reduce the possibility of contamination by rodents or other pests and to facilitate regular 
monitoring for pest problems. 
 
Sprout Production: While seeds have been identified as the primary source of food borne pathogens 
on sprouted seeds, the procedures and practices used by sprout producers have a substantial impact on 
the likelihood that pathogenic bacteria will survive and proliferate in sprouts.  Sprouters should 
implement appropriate practices to ensure that sprouts are not produced under unsanitary conditions 
which may render the product injurious to health. Facilities with poor sanitation can significantly 
increase the risk of product contamination. Inadequate water quality and poor health and hygienic 
practices can all increase the risk of food becoming contaminated with pathogens. Sprouters need to 
adhere to 21 CFR Part 110 which sets forth good manufacturing practices (GMPs) in manufacturing, 
packaging, or holding food for human consumption.  
 
Seed Treatment: A number of treatments have been shown to reduce levels of pathogenic bacteria 
present on seeds, but none have totally eliminated pathogenic microorganisms. Their routine use is 
likely to reduce the level of contamination, if present, and in turn, decrease the risk for food borne 
disease with sprouted seeds.  
 
Seeds for sprouting should be treated with one or more treatments (such as 20,000 ppm calcium 
hypochlorite) that have been approved for reduction of pathogens in seeds or sprouts. Some treatments 
can be applied at the sprouting facility, while others will have to be applied earlier in the seed 
production process. However, at least one approved antimicrobial treatment should be applied 
immediately before sprouting. Sprouters should carefully follow all label directions when mixing and 
using antimicrobial chemicals. 
 
 
Testing for Pathogens: Because currently approved antimicrobials have not been shown to be capable 
of eliminating all pathogens from seed, sprout producers should conduct microbiological testing of 
spent irrigation water from each production lot to ensure that contaminated product is not distributed. 
Because testing for pathogens can be done with irrigation water as early as 48 hours into what is 
generally a 3 to 10 day growing period, producers who plan accordingly can obtain test results before 
shipping product without losing product shelf-life. Testing, whether done by the producer or 
contracted out, should be performed by trained personnel, in a qualified laboratory, using validated 
methods.  
 
Traceback: Traceback cannot prevent a foodborne illness outbreak from occurring. However, being 
able to trace a food back to it's source quickly can limit the public health and economic impacts of an 
outbreak, if it occurs. Information gained in traceback investigations may also help prevent future 
outbreaks. Sprout producers, seed producers, conditioners, and distributors should develop and 
implement systems to facilitate traceback and recalls in the event of a problem. All parties should test 
their systems in advance of a real problem. 
 
 
 



   
   

Inspection Repor t Documentation &  Classification: 
 
Non-compliance with the above requirements should be documented as objectionable conditions 
on the inspection repor t.  Significant deviations from the subject requirements (such as failure to 
conduct microbiological testing of spent irrigation water) as well as other accompanying sanitary 
deficiencies may result in an OAI designation.  
 
 
 Identifying “ Healthy”  Sprouts 
While it is impossible to tell if sprouts are free of pathogens by looking at them with the naked eye, 
there are some tips in identifying sprouts that are less likely to cause foodborne illness.  Check to see if 
the roots are clean.  The stems should appear white or cream in color.  Fresh sprouts should have a 
clean, fresh aroma.  Look for the ISGA-certified grower’s seal on packaged sprouts.  This seal certifies 
that the grower follows the sprout sanitation and growing recommendations of the International Sprout 
Growers Association.  
 
 
 
 
 
 
 
 
 
Issued new July 2, 2003 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

Field Operations Manual 
 

          Procedure III-23 
New 

 
 
 
Dietary Supplements 
 

Overview 
 
In October 1994, the Dietary Supplement Health and Education Act (DSHEA) was signed into law.  
This law created a new regulatory framework for the safety and labeling of dietary supplements.  
Under DSHEA, dietary supplements fall under the general umbrella of “ foods” , not drugs, and require 
that every supplement be labeled a dietary supplement.  In response to DSHEA, the state of Virginia 
moved to regulate dietary supplements as food products. Unfortunately, some dietary supplements 
have been shown to cause harm in some consumers and therefore, there is some concern regarding the 
consumption of certain dietary supplements. Thus, it is important that you include as part of your 
normal inspection routine a brief examination of the dietary supplement section of the retail food store. 
 If labeling deficiencies, products of concern, or other problems are noted with dietary supplements, 
they should be documented as objectionable conditions on your inspection report.  If you come across 
a questionable product or a labeling issue that you are unsure as to whether or not it is in violation of 
the Virginia Food Laws and related regulations, attach a separate memo to your Regional Manager but 
do not document it on your inspection report.   
 
Currently, there are no FDA regulations that are specific to the manufacturing of dietary supplements.  
At present, the manufacturer is responsible for establishing its own manufacturing guidelines to ensure 
that the dietary supplements it produces are safe and contain the ingredients listed on the label. 
 
It should be noted that the labeling regulation (CFR Part 101) is applicable to dietary supplements.   
 
 

What is a dietary supplement 
 
Dietary supplements are any products taken by mouth that contain a so-called “dietary ingredient”  
intended to supplement the diet.   The dietary ingredients in these products may include: vitamins, 
minerals, herbs or other botanicals, amino acids, as well as substances such as enzymes, organ tissues, 
metabolites, extract or concentrate.  Dietary supplements can be found in many forms such as tablets, 
capsules, gelcaps, liquids, or powders.  Alcohol based herbal tinctures are also considered to be dietary 
supplements.   
 
All homeopathic products are considered drugs and are therefore not regulated as dietary supplements. 
  
 



   
   

Product statements (claims) 
Overview 
 
Under  DSHEA, dietary supplements may bear  “ structure/function”  claims---statements that 
descr ibe the effect a dietary supplement may have on the structure or  function of the body---
without pr ior  FDA review. I t is acceptable to make a structure/function claim, provided that the 
claim is backed by scientific evidence.  
 
Disease claims, that is, claims to diagnose, cure, mitigate, treat, or  prevent disease 
may be made only for  approved drug products. A dietary supplement shall not claim to 
diagnose, treat, cure, or  prevent any disease. 
 
There is a fine line between an acceptable structure/function claim (such as, promotes ur inary 
tract health) and an unacceptable disease claim (such as, prevents ur inary tract infection), 
therefore, use discretion when reviewing product labels, focusing on the blatantly obvious 
disease claims (i.e. will cure cancer , etc.).  
 
 If disease claims or false structure function claims are made, document them on your inspection 
report as an objectionable condition. 
 
• What is a structure/function claim 
 
Structure/function claims describe the role of a nutrient or dietary ingredient affecting a structure or 
function in humans, for example, "calcium builds strong bones." In addition, they may characterize the 
means by which a nutrient or dietary ingredient acts to maintain such structure or function, for 
example, "fiber maintains bowel regularity," or "antioxidants maintain cell integrity," or they may 
describe general well-being from consumption of a nutrient or dietary ingredient.  
 
The manufacturer is responsible for ensuring the accuracy and truthfulness of these claims; they are 
not approved by FDA. For this reason, the law says that if a dietary supplement label includes such a 
claim, it must state in a "disclaimer" that FDA has not evaluated the claim. The disclaimer must also 
state that the dietary supplement product is not intended to "diagnose, treat, cure or prevent any 
disease," because only a drug can legally make such a claim. 
 
• What is a disease claim 
 
A statement is a disease claim if it mentions a specific disease or class of diseases.  For example, 
“ reduces the pain and stiffness associated with arthritis”  or “will prevent heart disease” , etc 
.   
A statement also is a disease claim if it implies that it has an effect on a specific disease or class of 
diseases by using descriptions of the disease-state.  Some claims imply disease treatment or prevention 
because they are so closely tied to a disease.  For example, “ reduces cholesterol”  is a characteristic 
symptom associated with stroke and cardiovascular disease so that any claim about it would be an 
implied disease claim.  
 



   
   

 
• Can symbols/pictures be used on the label 
 
In general, any picture or vignette or other symbol can be used if it doesn’ t imply a disease.  For 
example, pictures of healthy organs would constitute an appropriate structure/function claim while a 
picture of an abnormal tissue or organ would be an implied disease claim.  In addition, the heart 
symbol and EKG tracings are considered implied disease claims because they are strongly associated 
with heart disease.   
 
 

Labeling— 
 

1. The words “dietary supplement”  must appear on the principal display panel.   
Note: At this time, certain variations are permitted.  If the term “ dietary supplement,”  
“ herbal supplement,”  “ supplement,”  etc., is reasonably legible and is anywhere on the 
product container, we will not need to issue a report that the products are misbranded.  
You should, however, discuss the labeling deviation with the establishment manager and 
indicate that corrections should be made within a reasonable time frame.   
 

2. A statement of identity (ex: “ginseng”) is required. 
 
3. An ingredients statement of all other ingredients in the product is required. 

 
4. The net quantity of contents (ex: “60 capsules” ) should be displayed on the label. 

 
5. The name and place of business of the manufacturer, packer, or distributor is required.   

 
6. Directions for use (ex: “ take one capsule daily” ). 

 
7. A “Supplement Facts”  panel, which lists the serving size, amount of dietary ingredients per 

serving, and the active ingredient, should appear on the label. 
Note:  If the container has a surface area of 12 square inches or less and the container 
label bears no nutrient or structure/function claims, then it is exempt from the requirement 
to include a supplement facts panel on the label.  However, these containers MUST include 
an address or telephone number that a consumer can use to obtain the required supplement 
or nutrition information (ex: “ for nutrition information, call…” ).   
 

8. The assertion, “This statement has not been evaluated by the Food and Drug 
Administration.  This product is not intended to diagnose, treat, cure, or prevent any 
disease”  must appear on all dietary supplements that make a structure function claim, such 
as “promotes strong bones” .   

 
If you encounter establishments that are, in fact, manufacturing dietary supplements, please send a 
memo to your Regional Manager indicating the name and address of the establishment, the nature of 
the establishment (i.e. wholesale supplement manufacturer, manufactures products as part of a retail 



   
   

sales operation, etc.), the products produced, and the processes utilized to manufacture those products. 
 You and your Regional Manager will decide when and if the operation should be inspected.   
 
Products/Ingredients Determined to be Unsafe— 
 

1. Gamma Butyrolactone (GBL), Gamma Hydroxybutyr ic Acid (GHB), and 1,4 Butanediol 
(BD).  These agents can cause dangerously low respiratory rates, unconsciousness/coma, 
vomiting, seizures, bradycardia, and death.  These substances increase the effects of alcohol 
and are even more dangerous when consumed with other central nervous system depressant 
drugs.  These products are often listed as “party drugs”  on internet sites, are advertised in 
muscle building magazines, and are sold in health food stores as dietary supplements.  FDA 
considers these products to be unapproved new drugs and have conducted seizures to prevent 
sales to consumers.  GHB, which is legally available in the U.S. only as an investigational new 
drug for specified purposes (thus, it cannot be legally marketed), has been implicated as a “date 
rape”  drug.   

 
GBL, when ingested, rapidly metabolizes into GHB.  Some of the suspect products may list 1,4 
butanediol, tetramethylene glycol, gamma butyrolactone, or 2(3H)-Furanone di-hydro on the 
label or have no label at all.  Health authorities believe manufacturers are renaming their 
products and substituting BD for GBL, however, the effects of ingesting BD are as dangerous 
as those of GHB and GBL.   
 
GBL product names include: Longevity, Revivarant, GH Revitalizer, Gamma G, Blue Nitro, 
Insom-X, Remforce, Firewater, and Invigorate.  Products that contain BD include Revitalize 
Plus, Serenity, Enliven, GHRE, SomatoPro, NRG3, Thunder Nectar, and Weight Belt Cleaner. 
 FDA has warned consumers not to drink products named Cherry fX Bombs, Lemon fX Drops, 
and Orange fX Rush, as all of them contain BD.   
 
If products containing these ingredients are found, document it as an objectionable condition 
on your inspection report, seize them, sample them, and sent them in to the Richmond Office 
for further evaluation.  Your Regional Manager will need to contact the Office of Criminal 
Investigation, as this falls under their jurisdiction.   
 

2. Herbal Products for  Diabetics.  There are several brands of Chinese herbal products that 
contain prescription drugs that could cause dangerous drops in blood sugar.  Manufacturers of 
these products claim that they contain only natural Chinese herbs, however, it was discovered 
that the products also contain the prescription diabetes drugs glyburide and phenformin.  
Therefore, consumers of these products can receive a dangerously high amount of the drugs 
from the affected herbs, especially if they also take a regular diabetes medicine.   

 
The product brand names are as follows:   

1. Diabetes Hypoglucose Capsules, sold by Chinese Angel Health Products of Santa 
Monica, CA. 

2. Pearl Hypoglycemic Capsules, imported by Sino American Health Products Inc., of 
Torrance, CA, but also sold by Chinese Angel. 



   
   

3. Tongyitang Diabetes Angel Pearl Hypoglycemic Capsules & Tongyitang Diabetes 
Angel Hypoglycemic Capsules, sold by Sino American. 

4. Zhen Qi Capsules, sold by Sino American.   
 

If these products are found, document it as an objectionable condition on your inspection 
report, seize them, sample them, and send them in to the Richmond Office for further 
evaluation.  Your Regional Manager will need to contact the Center for Drug Evaluation and 
Research, as they have jurisdiction over these “ drugs” .   
 

3. Tr iax Metabolic Acceleratory (Tr iiodothyroacetic acid).  FDA is warning consumers not to 
purchase or consume the product Triax Metabolic Accelerator, containing the active ingredient, 
tiratricol.  The product has been marketed as a dietary supplement for weight-loss purposes by 
Syntrax Innovations, Inc. of Cap Girardeau, Missouri.  FDA has determined, however, that the 
product is not a dietary supplement, but instead an unapproved new drug containing a potent 
thyroid hormone, which may cause serious health consequences, including heart attacks and 
strokes.  The chemical name for the active ingredient in the product is triiodothyroacetic acid 
(TRIAC).  The Center for Drug Evaluation and Research has jurisdiction over this product.   

 
If these products are found, document it as an objectionable condition on your inspection 
report, seize them, sample them, and send them in to the Richmond Office for further 
evaluation.  Your Regional Manager will need to contact the Center for Drug Evaluation and 
Research, as they have jurisdiction over these “ drugs” .   
 

4. Ar istolochic Acid.  Aristolochic acids are potent carcinogens and nephrotoxins that are 
present, primarily, in plants of the family Aristolochiaceae.  There are at least 14 aristolochic 
acids known.  While a product that contains a large amount of one or more of these acids may 
result in the rapid onset of acute toxicity symptoms in a consumer using the product, a product 
containing a small amount could be used for years with no apparent adverse effects, until 
serious, irreversible effects, such as renal failure, have occurred.  See the attached list of plants 
known to contain aristolochic acid and of plants which may become adulterated with 
Aristolochia spp.   

 
Currently, there is an FDA Import Alert in place for this product, which should catch most 
imported products containing this ingredient.  However, you may still encounter it in some 
domestic products.   

 
If these products are found, sample them, and send them in to the Richmond Office for further 
evaluation.  Because there has been some confusion with various types of this product and 
what is considered to be safe and unsafe, your Regional Manager will need to consult with 
FDA for additional analysis of the product before you seize the product.  Do not document the 
situation as an objectionable condition on your inspection report. 

 
5. Comfrey.  Products containing comfrey are said to be beneficial in the treatment of a wide 

variety of serious diseases and health conditions and has been marketed for both internal and 
external treatment.  However, the Federal Trade Commission (FTC) has found that comfrey 
contains toxic substances and, when taken internally, can lead to serious liver damage.  It is 



   
   

commonly found in Indian ayurvedic products, which are similar to the Chinese yin and yang 
products.   

 
Comfrey may also be listed as “boneset”  because it used to be used to mend bones.  However, 
there is another harmless plant that is also sometimes referred to as “boneset” . 

 
If these products are found, document it as an objectionable condition on your inspection 
report, seize them, sample them, and send them in to the Richmond Office for further 
evaluation.   

 
6. Sodium Usniate/Usnic Acid.  Usnic acid or sodium usniate could cause liver damage.  It is 

used as an antiseptic as well as an ingredient in weight loss products. It claims to increase a 
person’s basal metabolic rate and therefore cause them to lose weight.   Some common names 
for Usnea are Old man’s beard, Beard lichen, and Tree hair.  It is an ingredient in a weight loss 
product called Malibu Trim and is currently being investigated by the FTC, as this product 
claims to be “Safe” .   

 
If these products are found, document it as an objectionable condition on your inspection 
report, seize them, sample them, and send them in to the Richmond Office for further 
evaluation.   

 
As mentioned previously, when you encounter unsafe products (i.e. comfrey, GBL, etc.), document it 
as an objectionable condition on your inspection report, seize them, collect an official sample, and 
send it to the Richmond Office for further review, with the exception of Aristolochic Acid—do not 
seize this product without being instructed to do so by your Regional Manager.  Please note that in 
most instances, there will be no need to collect duplicate samples of products that have significant 
similarities. 
 
Products of Concern— 
 

1. Ephedr ine.  In some instances products containing ephedrine are sold as “over the counter”  
(OTC) drugs, such as a bronchodilator, in which case they are legal and acceptable.  OTC 
products are not under our jurisdiction.  However, products containing ephedrine and it’s 
alkaloids (pseudoephedrine, norephedrine, and N-methyl ephedrine) can also be marketed and 
labeled as dietary supplements as an aid in weight loss, energy, “pep” , performance 
enhancement, or as a substitute for illicit drugs, such as MDMA.  These supplements are 
commonly labeled as “natural”  or “herbal”  and use common names for the source of the active 
ingredients (ma huang, Chinese ephedra, and sida cordifolia—another plant source with small 
amounts of ephedrine alkaloids).  The usual recommended OTC dosage of ephedrine in 
bronchodilator products is 12.5 mg – 25.0 mg.  Many dietary supplements contain more than 
25.0 mg of ephedrine or its alkaloids per dose.   

  
Recently the RAND study, commissioned by the National Institute of Health, found limited 
evidence of an effect of ephedrine on sports performance enhancement or muscle building.  In 
light of this information on these structure function claims, now determined to be false, FDA 
has issued warning letters to dietary supplement manufacturers who are placing such claims on 



   
   

their product labels.  Examples of false or misleading claims include, “enhancing your body’s 
own muscle-building” , “strength supplementation” , “supporting lean muscle mass growth” , 
“ train with ultra high intensity” , etc.  One of the firms who received a warning letter from FDA 
is located in Virginia.  The name of the firm is GotSupplements.com, LLC and is located in 
Yorktown, VA.  The products with labels making false claims were Dymetadrine Xtreme and 
Thermbuterol.   
 
If you encounter products containing ephedrine or its alkaloids that are making false structure 
function claims relative to sports performance enhancement and muscle building, document it 
as an objectionable condition on your inspection report, seize them, sample them, and send 
them to the Richmond Office for further evaluation.   
 
FDA has proposed a warning label for products containing ephedrine that would warn 
consumers about reports of serious adverse events after the use of ephedrine (including heart 
attack, seizure, stroke, and death).  However, this label has not yet been approved.   
 
The Food Safety Program will be following FDA’s lead with regards to products containing 
ephedrine or its alkaloids.  Therefore, if you encounter these products during your inspection, 
do not seize them, sample them, or document them as an objectionable condition on your 
inspection report, unless they are making the false structure function claims described above.   
Just be aware that there are risks associated with these products.   

 
If you encounter a “unique”  or questionable product that you are unsure as to whether or not it is in 
violation of the Virginia Food Laws and related regulations, collect an official sample, attach a 
separate memo to your Regional Supervisor, and do not document it on your inspection report.   
 
 
 
 
Issued new July 18, 2003 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

FIELD OPERATIONS MANUAL 
 
 

PROCEDURE III-24 
Revised 

 
 

NONPROFIT ORGANIZATIONS HOLDING ONE DAY SALES 
 
The 2003 session of the Virginia General Assembly passed legislation that exempts nonprofit 
organizations holding one-day food sales from inspection. This legislation became effective July 1, 
2003. 
 
Note: The exemption holds for any type of food produced by the nonprofit organization to be sold 
during the one day event.    
 

INTRODUCTION 
 
Historically, the Food Safety and Security Program has not searched for nonprofit organizations (i.e. 
churches, fire departments, rescue squads, etc.) which raise funds for charitable purposes by holding 
food sales.  It has always been believed that expending resources to attempt to locate such food sales is 
counter-productive and an unwise use of extremely limited food safety and security resources.  This 
continues to be the position of the Food Safety and Security Program, relative to locating and 
inspecting any nonprofit organizations which raise funds for charitable purposes by holding food sales. 
 
In situations where Food Safety Specialists are requested to provide food safety guidance to nonprofit 
organizations, the Food Safety and Security Program will continue to provide such guidance.  
Otherwise, the Program will continue its longstanding policy to deal with such organizations only 
when it has been determined that their operations pose a substantial risk to consumers.  Additionally, 
persons who produce food products for sale by the nonprofit organizations will typically only be 
inspected if they produce food products on a regular and ongoing basis; those persons who only 
produce food products periodically and only for sale by the charitable organizations will typically not 
be inspected. 
 

OBJECTIVE AND INTENT 
 
This FOM is established to provide guidance associated with food establishments claiming exemption 
from the inspection and right of entry requirements, set forth in §§ 3.1-398.1 and 3.1-399 of the Code 
of Virginia, as nonprofit organizations holding one-day food sales. 
 
 



   
   

 

DEFINITIONS 
 
For the purposes of this FOM, the following definitions will be utilized: 

 
Organization - A number of persons or groups united for a 
particular purpose. 

 

Nonprofit Organization   
 An organization that is: 

• Organized for some purpose other than to generate income or profit, and 
• Accepted as nonprofit by any state or federal agency. 
 
If an organization is not accepted as nonprofit by any state or federal agency, then it must 
• Exist to benefit persons who are not members of the organization, and 
• Be capable of documenting receipts and expenses, and 
• Maintain documentation to show it is an organization, or can otherwise demonstrate that it 

is an organization, and  
• Maintain a list of organization members. 

 
One-day Food Sales 

• Not conducted on any two consecutive days. 
• Conducted on a limited basis, and although it may be a recurring basis, recurrence is no 

more than twice per month. 
• A special occurrence, and not held in the ordinary course of events. 

 
 
Administrative Procedures 
 
Nonprofit organizations participating in one day sales will be sent an informational packet with some 
general food safety guidelines, along with a form requesting their contact information, a list of the 
products they are making, their intended point of sale, and the frequency of which they plan to hold 
their sales.  In addition, they will be asked to submit documentation supporting their claim to be 
“nonprofit” .   
 
If an organization can provide documentation that it is organized for a purpose other than generating 
income or profit and that it is accepted as a nonprofit organization by any state or federal agency, then 
it will qualify as a nonprofit organization for purposes of the exemption.  If such documentation is not 
available, then the determination of exemption will be handled on a case-by-case basis.  In order to 
maintain uniformity and consistency with this policy, such determinations shall be the responsibility of 
the Program Supervisor.  
 



   
   

A copy of the information sent in will be forwarded to the inspector for that area.  A letter will then be 
sent to the organization indicating to them that we have received their information, that we have them 
on file as a nonprofit organization participating in one day sales, and that they are exempt from an 
inspection by VDACS. 
 
A nonprofit CFN will then be assigned to the firm.  By issuing nonprofit organizations participating in 
one day sales a special CFN, this will ensure that these firms will not show up on monthly inspector 
work plans, however, there will be a record of these firms on file, should there be questions regarding 
these organizations in the future.     
 

Field Procedures 
 
The Food Safety Specialist, when gathering information, should take precautions to ensure that they do 
not imply that a particular manufacturer/vendor does or does not qualify as a non-profit organization 
holding one-day food sales.  If the Inspector encounters an ‘unregistered’  vendor who wishes to 
operate (or is operating) under this exemption, they should prepare a memo on an inspection report 
detailing the pertinent information about the business and forward it to their Regional Office.   The 
memo should cover the same points as the form in the informational packet: 
• Name, address and phone number for the vendor (i.e. contact information) 
• Name of the nonprofit organization  
• List of food products they intend to prepare 
• Location(s) of sale 
• Frequency of sales 
• Documentation, as identified in the “definitions”  section of this FOM, supporting their nonprofit 

claim 
• Include a copy of their documentation if available.  If not, instruct the vendor to submit the 

documentation supporting their nonprofit claim to the Regional Office. 
• Upon receipt of such information, the Regional Supervisor will review the information and forward 

that information to the Program Supervisor.  A timely determination will then be made and 
communicated to the vendor/manufacturer. 
 

Inspection 
• No inspection will be necessary if the vendor has adequate on-site documentation of their non-

profit status or you can reasonably determine that the vendor is a nonprofit entity or closely 
affiliated with a nonprofit organization. 

• Inspect the firm if they cannot provide the necessary documentation of their nonprofit status or if 
you can not reasonably determine their affiliation with a nonprofit organization.  Steps should be 
taken to inspect the processing location, as well.   
• The firm will be assigned a retail CFN and be under inspection until such time that they 

provide the necessary nonprofit documentation. 
• Once the nonprofit documentation is provided, the retail CFN will be placed out- of-business 

and the firm will be assigned a nonprofit CFN.  The firm will be sent a letter indicating that 
they are exempt from inspection. 



   
   

 
 
 

Attachments:  Nonprofit registration information 
 
 
 
Revised November 28, 2004 
 

 
 
Dear Sir or Madam:   
 
Thank you for your inquiry regarding your desire to operate as a nonprofit organization in a one-day 
food sale event.  Nonprofit organizations preparing food for a one day sale event are exempt from 
Virginia Department of Agriculture inspection.   
 
In order to be sure that you qualify for an exemption, please submit the following information to our 
office.  
• Documentation verifying that you are a nonprofit organization.  This may be a copy of the letter 

you received from the IRS referencing section 501(c)(3) of the IRS code indicating that you are 
qualified for an exemption or simply a letter from the nonprofit organization you are supporting.   

• Completion of the attached registration form.   
 
Please send your registration form and nonprofit documentation to: 
     

VDACS-Office of Food Safety 
    P.O. Box 1163, Room 510 
    Richmond, VA 23219. 
 
Once we have received your information, we will send you a letter indicating that you are on file with 
our office as a nonprofit organization preparing food for one day sale events and are exempt from our 
inspection.   
 
In addition to the registration form, we have enclosed basic food safety information to help ensure that 
the food you prepare has been properly handled and is safe to eat.   
 
If you have any questions regarding the registration process or about the attached food safety 
information, please do not hesitate to give our office a call at (804) 786-3520. 
 
Sincerely, 
 
 
Pam Miles 
Regional Manager 
Food Safety Program 



     

Registration Form 

 

Name  
 __________________________________________________________________ 

Address
 __________________________________________________________________ 

 
 __________________________________________________________________ 

Phone #  ______________________ (Daytime)   _________________________ 
(Evening) 

Name of Organization 
 ______________________________________________________ 

List of food products you intend to prepare for the event(s) 
______________________________ 

________________________________________________________________________
______ 

________________________________________________________________________
______ 

________________________________________________________________________
______ 

________________________________________________________________________
______ 

Point(s) of Sale
 ____________________________________________________________ 

How often are these “one day sale”  events held?
 ____________________________________ 

________________________________________________________________________
______ 

Do you plan to participate in each event?
 __________________________________________ 

 

 

 



     

Please submit this form, along with documentation supporting that you are a nonprofit 
organization to the address listed on the front page of this packet. 

 

 

 

 

The “ 411”  on Food Safety (Clean, Cook, Separate, Chill)*  

 

CLEAN 

Use these TIPS to keep your  hands, sur faces, and utensils squeaky clean! 

Wash Up! 

• Make sure there is handwashing soap and paper 
towels or a clean cloth at every sink in your 
home.  

• Wash your hands with hot, soapy water (for at 
least 20 seconds) before and after handling food 
and after using the bathroom, changing diapers, 

or handling pets. Thoroughly scrub hands, wrists, fingernails, and in between 
fingers. Rinse and dry hands with paper towels         or a 
clean cloth.  

Fruits &  Veggies  

• Rinse raw produce under running water. Don't use soap, detergents, or bleach 
solutions. For thick or rough-skinned vegetables and fruits, use a small vegetable 
brush to remove surface dirt. Try to cut away any damaged or bruised areas on 
produce. Bacteria can thrive in these places.  

 

 



     

Surface Cleaning  

• Consider using paper towels to clean up kitchen surfaces and throw the germs 
away with the towels. If you use cloth towels, launder them often, using hot 
water. Note: Don't dry your hands with a towel that was previously used to clean 
up raw meat, poultry, or seafood juices.  

• Wash your cutting boards, dishes, utensils, and countertops with hot, soapy water 
after preparing each food item and before you go on to the next food. 
Periodically, kitchen sanitizers can be used for added protection against bacteria. 
You can also use one teaspoon of liquid chlorine bleach per quart of clean water 
to sanitize surfaces. The bleach solution needs to sit on the surface to be sanitized 
for about 10 minutes to be effective.  

• Replace excessively worn cutting boards (including plastic, non-porous acrylic, 
and wooden boards). Bacteria can grow in the hard-to-clean grooves and cracks.  

• In your refrigerator, wipe up spills immediately, clean refrigerator surfaces with 
hot, soapy water, and, once a week, throw out perishable foods that should no 
longer be eaten.  

• Keep pets off kitchen counters and away from food.  

 
20% of consumers don't wash 
hands and kitchen sur faces before 
prepar ing food. Clean hands and 
sur faces are your  first step in safe 
food handling. 

COOK 

Cooking food safely is a matter of degrees! Food safety experts agree that foods are 
properly cooked when they're heated for a long enough time and at a high enough 
temperature to kill harmful bacteria that cause foodborne illness. This temperature can 
vary from food to food, too.  

The best way to keep your  food safe is to use these " hot"  food safety TIPS.  

Cook I t Right . . . 

Color is not a sure indicator of whether food is safe to eat. The only way to know that 
meat, poultry, casseroles, and other foods are properly cooked all the way through is to 
use a clean food thermometer.  

Ground Beef 



     

Oftentimes, when meat is "ground 
up" to make hamburger, bacteria 
that may have been present on the 
surface of the meat can end up 
inside the burger. When this 
happens, bacteria are less likely 
to be killed by cooking if the 
proper temperature is not 
achieved.  

Cook ground beef to at least 160° 
F (71° C). Use a food 
thermometer to check. The 
Centers for Disease Control and 
Prevention link eating undercooked, pink ground beef with a higher risk of illness. If a 
thermometer is not available, do not eat ground beef that is still pink inside.  

Meat and Poultry 

Cook roasts and steaks to an internal temperature of at least 145° F (63° C). Whole 
poultry should be cooked to 180° F (82° C) - measure the temperature in the thigh. 
Chicken breasts should be cooked to 170° F (77° C).  

Seafood 
Cook fish until it's opaque and flakes easily with a fork.  

Eggs 
Cook eggs until the yolks and whites are firm. Don't use recipes in which eggs remain 
raw or partially cooked, unless you use pasteurized eggs.  

Leftovers 
Leftovers should be reheated to 165° F (74° C). Bring sauces, soups, and gravies to a 
boil.  

Did you know that improper handling of raw meat, poultry, and seafood can set the stage 
for cross-contamination? As a result, bacteria can spread to food and throughout the 
kitchen.  

 

SEPARATE 

Here's how to prevent harmful bacter ia from 
S-P-R-E-A-D-I -N-G!  

Safely Separate 

• Separate raw meat, poultry, and seafood from other foods in your grocery store 
shopping cart and in your refrigerator.  

 



     

Take Two  

• If possible, use one cutting board for raw meat 
products and another one for fresh fruits and 
vegetables.  

Lather  Up  

• Always wash hands, cutting boards, dishes, and 
utensils with hot, soapy water after they come in 
contact with raw meat, poultry, seafood, eggs, 
and unwashed fresh produce.  

Clean Your  Plate  

• Place cooked food on a clean plate. If you put 
cooked food on an unwashed plate that 
previously held raw meat, poultry, or seafood, bacteria from the raw food could 
contaminate the cooked food.  

Seal I t  

• To prevent juices from raw meat, poultry, or seafood from dripping onto other 
foods in your refrigerator, place these raw foods in sealed containers or plastic 
bags.  

Mar inating Mandate  

• Don't use sauce that was used to marinate raw meat, poultry, or seafood on 
cooked foods, unless it is boiled before applying. Never taste marinade or sauce 
that was used to marinate raw meat, poultry, 
or seafood.  

Keep perishables in the refrigerator! At room 
temperature, pathogenic bacteria in food can double 
in number every 30 to 40 minutes. The more bacteria 
there are, the greater the chance you could become 
sick.  
 

CHILL 

Then, follow these COOL  rules:  

• Refrigerate food quickly because cold 
temperatures keep most harmful bacteria from 
multiplying. A lot of people think it will harm their refrigerator to put hot food 
inside, but it's not true. Hot food won't harm your refrigerator. More important, 
prompt refrigeration of foods will keep your food and you safer.  

 

 

 



     

• Set your home refrigerator no higher than 40° F (4° C) and the freezer unit at 0° F 
(-18° C). Check the temperature occasionally with an appliance thermometer.  

• Refrigerate or freeze perishables, 
prepared food, and leftovers within 2 
hours.  

• Divide large amounts of leftovers into 
shallow containers for quick cooling in 
the refrigerator.  

• Marinate foods in the refrigerator.  

• Don't pack the refrigerator too full. Cold 
air must circulate to keep food safe.  

• At family outings or barbecues, use a 
cooler to keep perishable foods cold. 
Always use ice or cold packs and fill 
your cooler with food. A full cooler will 
maintain its cold temperatures longer 
than one that is partially filled.  

For  safe thawing, follow the THAW LAW:  

• Never thaw foods at room temperature. You can safely thaw food in the 
refrigerator. 4 to 5 pounds of frozen 
food takes about 24 hours to thaw.  

• You can also thaw food outside the 
refrigerator by immersing it in cold 
water. Change the water every half 
hour to keep the water cold.  

• You can thaw food in the 
microwave, but if you do, be sure 
to cook the food immediately after 
it's thawed.  

  

* Information provided by FDA’s Center for Food Safety an 
 
 
 
 
 
 
 
 

 

 
23% of consumers' refr igerators 
are not cold enough! To 
discourage the growth of 
foodborne bacter ia, your  
refr igerator  should be set at 40° F 
(4° C). 



     

FIELD OPERATIONS MANUAL 
 
 

Procedure III-25 

New 

 
Use of the Blacklight in Identifying Rodent Activity 
 
An ultraviolet light (i.e. blacklight) can be a useful tool for detecting rodent urine contamination on 

packaged products. However, the blacklight is not infallible.  Many contaminants appear similar in color; 

therefore, much depends on the acquired skill and interpretation of the user.  In addition, stains can vary in 

color depending on the type of bagging/packaging material. 

 

The key to telling the difference between rodent urine and other substances that glow is the pattern of 

fluorescence. Look for the typical droplet pattern, since rodents commonly urinate while moving, in 

contrast to large patchy areas or uniformly spread out stains.  

    

Because it can be difficult to determine that a particular substance that fluoresces is rodent urine, it is 

important support your findings by looking for other indications of rodent activity such as droppings, a 

strong urine smell, nesting material, gnawed product, etc. to confirm the presence of rodents. 

 

As always, evidence of rodent activity is to be documented on the Inspection Report.   

 

Note:  In determining whether a product is adulterated due to rodent urine, it is important to remember the 

type of packaging material. A plastic liner would act as a barrier to urine contamination. Also, there can be 

several layers of paper that make-up the package.  An Inspector should remove each layer and re-examine 

whether the layers have acted as a barrier in preventing product contamination (i.e. can you detect urine 

stains on the immediate product layer).    



     

 

Fluorescent Properties Indicative of Rodent Activity: 

 

• Wet, fresh, or continually wetted runs may fluoresce poorly (but should have a strong urine odor 
associated with them). 

• Fresh, dry urine stains will fluoresce blue-white. 
• Older urine stains will fluoresce a yellowish/white color. 
• Rodent hairs will fluoresce as blue/white streaks. 
• Many types of bagging and threading materials will fluoresce under the blacklight.  However, the 

characteristic rodent stain can be identified by its yellowish color in contrast to the usual glow of 
chemical stains. 

 

Because of either natural fluorescence or "quenching" of UV rays, it may be difficult to determine if rodent 

activity is present by use of the blacklight alone, even if they are contaminated, on the following food 

products:   

 

Note: "Quenching" refers to a covering up or a decrease in the ability of a product to fluoresce. 

 

High Gluten Flour (Natural) 

Nut Meats (Natural)  

Bean Flours (Natural) 

Bran (Natural) 

Pop & Field Corn (Natural) 

Wheat (Natural) 

Starch (Natural) 

Spices (Natural or Quenching) 

 

 1 

 2 

Issued New June 2, 2004 3 
 4 
 5 
 6 
 7 
 8 
 9 
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 11 

Procedure III-26 12 
New 13 

 14 
Pre-packaged Food Exemption 15 

 16 
Qualifying for an Exemption 17 
The Virginia General Assembly passed legislation that went into effect July 1, 2004 that exempts 18 
retail food stores carrying only pre-packaged food items from routine inspection by our office 19 
and from payment of an inspection fee.  In order to qualify for an exemption the firm must 20 
conform to the following criteria: 21 
 22 

• They must be a retail establishment. 23 
• They sell only food or beverages that are sealed in packaging by the manufacturer and 24 

have been officially inspected in the manufacturing process. 25 
• They do not prepare or serve food. 26 
• They do not offer beverage service (i.e. coffee counter, fountain drink machines). 27 
• They do not sell infant formula. 28 
• They do not sell salvaged foods. 29 
• They do not sell unwrapped produce. 30 
• The do not offer self service of unwrapped foods (i.e. bins of snack foods, donut cases, 31 

bulk health food bins, etc.). 32 
 33 

Firms qualifying for the exemption are still obligated to comply with the Virginia Food Laws 34 
and will still be subject to surveys and complaint investigations.  If complaint investigations 35 
reveal significant violations of the Virginia Food Laws, follow up inspections will be conducted 36 
until such time as voluntary compliance has been achieved or steps have been taken to force 37 
compliance.  38 
 39 
Establishments qualifying for this exemption must certify in writing to our department that they 40 
are exempt.  Exemption certification forms will be sent out during the inspection fee billing 41 
cycles each year.  Establishments who feel that they meet the exemption criteria will submit a 42 
completed exemption form to the Richmond Office.  Exemption forms will then be sorted by 43 
territory and sent to each inspector for verification that the firm is truly exempt. 44 
 45 
Note:  Exemptions will only be valid for one year.  Exemption notices will be sent each year 46 
with the inspection fee invoices.  Exemption forms will have to be completed each year by those 47 
firms wishing to be exempt from inspection.  Exemption verification procedures will also need to 48 
take place each year. 49 
 50 
Verification Procedures 51 
Once you receive establishment exemption forms for your territory, you will need to visit those 52 
establishments and verify that the firm does in fact meet the necessary criteria to qualify for an 53 
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exemption.   54 
 55 
Note:  If it is obvious that the firm does not qualify for an exemption (i.e. the firm is a 56 
warehouse, manufacturer, etc.) then it will not be necessary to visit the establishment.  Retail 57 
firms should be visited as store operations can vary over time.   58 
 59 
Exempt Firms.  If you determine that the firm is indeed exempt, write “ EXEMPT”  in red ink at 60 
the top of the exemption form and create an inspection report memo documenting that the firm is 61 
exempt.  Give the firm a one year  follow up date.  Attach the inspection report memo to the 62 
exemption form and return to your Regional Office so that the information can be keyed into the 63 
database.  The exemption form will then be filed in the firm’s establishment folder.   64 
 65 
Non-exempt Firms.  If you determine that the firm does not meet the exemption criteria, 66 
document why it does not meet the exemption on an inspection report memo and return both the 67 
exemption form and memo to the Richmond Office, Attention: Sandy Linkous.  Sandy will then 68 
see that the firm is sent a letter explaining why they do not qualify for an exemption, along with 69 
their invoice for the inspection fee.  70 
 71 
Note:  If you perform an inspection/visit as part of the verification process you will need to send 72 
a copy of the Inspection Report to your Regional Office as well as the Richmond Office to get 73 
inspectional credit.  Regional Offices do not need a copy of the exemption forms…they should be 74 
attached to the Inspection Report and submitted directly to the Richmond Office, Attention Sandy 75 
Linkous.    76 
 77 
A list of firms that meet the exemption requirements will be created for each territory and sent 78 
out to the respective Inspector.  79 
 80 
Notifying Firms of an Exemption   81 
As previously stated, exemption application forms will be sent out to retail establishments during 82 
the inspection fee billing cycle each year.  If a firm has been sent an exemption application and 83 
the application is not received by the Richmond Office via “ returned mail” , then the 84 
establishment is considered to have been notified.   85 
 86 
If you visit a new firm that has not been notified of the exemption via an inspection fee billing 87 
cycle and you feel that the firm would qualify for an exemption (i.e. the firm opens after the 88 
exemption notices have been mailed for that fiscal year), proceed with inspecting the firm so that 89 
a file can be created for future visits, complaint investigations, etc.  Give the firm a one year 90 
follow up date.  The firm will be notified of the exemption legislation and be given the 91 
opportunity to apply for an exemption during the next inspection fee billing cycle. 92 
 93 
If an establishment is notified about the exemption, qualifies for the exemption, and chooses not 94 
to file for an exemption, then they are still subject to our regular inspection.   95 
 96 
Issued New November 2, 2004 97 
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Field Operations Manual 99 

 100 
Procedure III-27 101 

New 102 
 103 

Convenience Store Jurisdictional Issues 104 
 105 
 106 
Background 107 
The 2004 General Assembly passed legislation effective July 1, 2004 that was intended 108 
to eliminate, to the greatest extent possible, any duplication of inspections in 109 
convenience stores and gas stations.  This legislation has necessitated a modification of 110 
our current convenience store inspection protocol. 111 
 112 
Law 113 
§ 3.1-398.1 of the Code of Virginia gives VDACS the responsibility of inspecting all 114 
establishments that manufacture, hold, or offer food products for sale.  Title 35.1 of the 115 
Code of Virginia gives the responsibility for inspecting food service operations in 116 
restaurants to VDH.  In addition,  §  35.1-25 of the Code, as amended, exempts from 117 
VDH jurisdiction convenience stores or gas stations that are subject to the Department 118 
of Agriculture and Consumer Services Rules and Regulations Pertaining to the Sanitary 119 
and Operating Procedures in Retail Food Stores or any regulations subsequently 120 
adopted and that (i) have 15 or fewer seats at which food is served to the public on the 121 
premises of the convenience store or gas station and (ii) are not associated with a 122 
national or regional restaurant chain.   123 
 124 
Definitions 125 
“Seating” will be defined as tables and chairs provided in locations on premises and 126 
intended to be used by customers as a dining area.  This includes picnic tables located 127 
on the premises exterior to the establishment. 128 
 129 
Standard booths or picnic tables will be counted as seating for four to six people based 130 
on size. 131 
 132 
Protocol 133 
Some local health departments have adopted local ordinances that provide for 134 
inspection of convenience stores in addition to all restaurants.  To provide a more 135 
uniform and consistent inspection program, VDACS will inspect the retail portion and 136 
the food service portion of all convenience stores or gas stations with food service 137 
operations containing 15 or fewer seats, provided that the food service operation is not 138 
associated with a national or regional restaurant chain.  This includes independently 139 
owned food service operations/restaurants located within the convenience store or gas 140 
station. 141 
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 142 
If the food service operation located within a convenience store or gas station 1) has 143 
greater than 15 seats, or 2) is associated with a national or regional restaurant chain 144 
(regardless of the number of seats), then the health department will inspect the food 145 
service operation.  Until otherwise notified, VDACS will continue to inspect the retail 146 
portion of these firms.   147 

 148 
Existing Firms 149 
Some of the local health departments have notified the Richmond Office of convenience 150 
stores and gas stations containing food service operations with 15 seats or less.  151 
Convenience stores or gas stations containing a food service operation with 15 seats or 152 
less not associated with a national or regional restaurant chain should be placed under 153 
VDACS inspection immediately.  Many of you will already have convenience stores with 154 
15 seats or less on file that have the restaurant portion inspected by the local health 155 
department.  If this is the case, we will need you to begin incorporating the food 156 
service/restaurant portion of the operation into your regular inspections of the retail 157 
portion of the store.  158 
  159 
New Establishments & Food Service Additions 160 
There will be instances where people will want to open a new convenience store or gas 161 
station that has a food service operation with 15 seats or less.  In the past, the health 162 
department has given direction on what the requirements are for these firms regarding 163 
public restrooms and whether the capacity of the water supply and septic system was 164 
adequate.   165 
 166 
With regards to restrooms, please direct the firm to their local city or county building 167 
inspector for the necessary requirements.   168 
 169 
With regards to private water supplies and septic systems, VDACS will still defer to the 170 
health department to ensure that the firm meets the necessary requirements.  The 171 
health department will determine whether or not the water supply and septic system is 172 
adequate for the proposed operation and supply this information to VDACS in writing.  173 
VDACS will enforce the determination given by the health department.  If the firm is a 174 
new operation, ask the firm to supply you with a copy of their proposed menu so that the 175 
health department can use that as a guide in determining whether or not their water and 176 
septic systems are adequate.   177 
 178 
If an existing firm is on a private water supply or septic system and they wish to modify 179 
their food service or add a food service operation with 15 seats or less, VDACS will still 180 
defer to the health department for an evaluation of their water and septic systems.  181 
VDACS will need to notify the health department of the proposed changes and have 182 
them evaluate the systems in place.  Again, if you can obtain a proposed menu, this will 183 
aid the health department in their evaluation.  The health department will provide 184 
VDACS with the results of their evaluation in writing, and VDACS will be responsible for 185 
enforcement of that evaluation.   186 
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 187 
 188 
 189 
 190 
Summary   191 
 192 
• VDACS will inspect the retail portion and the food service portion of all convenience 193 

stores or gas stations with food service operations containing 15 or fewer seats, 194 
provided that the food service operation is not associated with a national or regional 195 
restaurant chain (McDonald’s, Blimpies, Subway, Burger King, etc). 196 

 197 
• VDACS will inspect independently owned food service operations with 15 seats or 198 

less that are located within a convenience store or gas station. 199 
 200 
• VDH will inspect the food service portion of convenience stores and gas stations 201 

with food service operations that contain greater than 15 seats or that are associated 202 
with a national or regional restaurant chain (regardless of the number of seats).  203 
VDACS will inspect the retail portion of these firms until otherwise notified. 204 

 205 
• VDACS will defer to the health department for evaluations on all private water 206 

supplies and septic systems for new and existing firms wishing to install or modify a 207 
food service operation. 208 

 209 
 210 
 211 
 212 
 213 
 214 
 215 
 216 
 217 
 218 
Issued New November 2004 219 
 220 
 221 
 222 
 223 
 224 
 225 
 226 
 227 
 228 
 229 
 230 
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 232 
 233 

Procedure III-28 234 
New 235 

 236 
 237 

VDACS Procedure for Inspections of Community Canneries 238 
 239 

Background 240 
 241 
Historically a community cannery has been a facility owned by a municipality for use by 242 
individuals in the surrounding areas who desired to process food for their personal use. 243 
  244 
 245 
Many community canneries now have expanded the scope of operations from the 246 
individual canning food for their family to firms manufacturing foods for commercial sale. 247 
 248 
If processors�are manufacturing food items in community canneries we have an 249 
obligation to protect the consumer and therefore will need to inspect these operations 250 
as we become aware of them. 251 
 252 
Please be aware that all foods (low acid, acidified, acid, etc.) processed must conform 253 
to the requirements of the Virginia Food Laws and associated regulations (i.e. CFR part 254 
110, 113, 114, etc.).  Please note that the actual process as well as the equipment itself 255 
must comply. 256 
 257 
Processors should be provided with a "Starting a Food Processing Business in Virginia" 258 
packet and be encouraged to work with Va. Tech to ensure that the product is produced 259 
in a safe manner. 260 
 261 
Administrative procedures   262 

 263 
1) All food processors that manufacture food in a community cannery and sell 264 

product directly to the public (commercially) MUST be under inspection.  265 
 266 

2) Individuals processing foods in a community cannery for their own use WILL 267 
NOT be inspected.  268 

 269 
3) If non-profit organizations are manufacturing foods in a community cannery and 270 

offering the products for sale to the public they will NOT BE EXEMPT from 271 
inspection unless they meet the requirements of FOM III-24 - One Day Sales 272 
Events.  273 



185 

 274 
4) Acidified foods processes must be approved by an appropriate processing 275 

authority (such as Joell Eifert with Virginia Tech).   Low acid food processes must 276 
also be approved. Remember to verify that the cannery in question is suitable to 277 
do low acid foods.  Individuals producing acid foods should also have their 278 
process evaluated and should provide documentation to the office that their 279 
process is acceptable and will render their products safe as well as shelf stable.   280 

 281 
5) Each processor will be given a CFN and placed on file.   282 

 283 
Note:  Please note that although will not be placing the cannery facility on file (i.e. no 284 
CFN) the cannery will still need to register with FDA.  285 
 286 
Information regarding registration can be obtained by the cannery at the following 287 
website:  288 
 289 
http://www.cfsan.fda.gov/~acrobat/frm2541.pdf 290 
 291 
When the cannery registers this generates a unique number in the CFSAN system 292 
(FCE) which identifies the facility, it's physical location and the type of processing 293 
that occurs there ( i.e. LACF or Acidified). 294 
 295 
Processors that use the cannery to produce LACF or ACF products would then use 296 
the cannery’s FCE number generated by CFSAN on their process filing forms 297 
(2541a).  These forms are specific for each product manufactured at a specific 298 
location. 299 
 300 
Information regarding registration can be obtained by the cannery at the following 301 
website:  302 

 303 
      http://www.cfsan.fda.gov/~acrobat/frm2541a.pdf 304 
  305 
Inspection Procedures 306 
 307 
The inspection of the Community Cannery will be conducted while the processor is 308 
manufacturing those food products being offered for sale to the public.  The Food Safety 309 
Specialist should state on the inspection report during the first visit what commercially 310 
processed products they have been approved to process at that facility.  The processor 311 
will be approved for selling those foods only.   312 
 313 

1) Manufacturing equipment should be observed to determine if it is functioning as 314 
designed.  If any of the manufacturing equipment is not suitable for commercial 315 
food processing then the processor should be notified they cannot manufacture 316 
products using that piece of equipment.   Those products that could not be 317 
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manufactured due to the inadequacy of the equipment should be listed 318 
separately from any approved products that may be on the inspection report.  It is 319 
the processor’s responsibility to work directly with the Community Cannery 320 
personnel to ensure the equipment is acceptable and in good working order. 321 

 322 
2) The processor should be provided with a copy of the pertinent laws and 323 

regulations that pertain to the foods being manufactured for commercial sale.  324 
(i.e. Acidified Foods-CFR Part 114, Low Acid Foods-CFR Part 113, etc).   325 

 326 
In addition, the owner/operator responsible for the operations of the Community 327 
Cannery should be informed by the Food Safety Specialist that the facility may 328 
be subject to FDA inspection.  They should also be informed of the need to meet 329 
the regulatory requirements as set forth for those foods being processed 330 

 331 
3) The inspection report should be provided to the processor only.  The name and 332 

address information needed on the inspection report should be as follows:  333 
 334 
 The physical location and mailing address of the processor 335 
 336 

EX.  - Primary/Billing address (home residence):  3322 McFister Lane 337 
 338 

The physical location of the community cannery 339 
 340 
EX. - Processing Address: (Community Cannery):    2121 Old Farley Lane 341 
 342 
Please include both of these addresses in the address section of the 343 

 inspection report. 344 
 345 

4) Food labels should show the name and address of the processor and not the 346 
community cannery. 347 

 348 
Personnel 349 
 350 
All operators of processing and packaging systems used to produce acidified or low-351 
acid foods must be under the operating supervision of a person who has attended a 352 
specialized school (i.e. Better Process Control School). 353 
 354 
This requirement can be met by either the actual operator attending the Better Process 355 
Control School or the operation being supervised by a cannery employee who has had 356 
the requisite training. 357 
 358 
Note:  If a Food Safety Specialist is not properly trained to evaluate the equipment their 359 
Regional Manager should be contacted for further assistance. 360 
 361 
 362 
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DEFINITIONS 363 

PROCESS AUTHORITY  364 
The person or organization that scientifically establishes thermal processes for 365 
low-acid canned foods or processing requirements for acidified foods. The 366 
processes are based on scientifically obtained data relating to heat or acid resistance of 367 
public health and spoilage bacteria and/or upon data pertaining to heat penetration in 368 
canned foods. The process authority must have expert scientific knowledge of thermal 369 
and/or acidification processing requirements and have adequate experience and 370 
facilities for making such determinations. 371 
 372 
Better Process Control School  requirement for Acidified Food Manufacturers 21 373 
CFR 108.25(f) 374 

All plant personnel involved in acidification, pH control, heat treatment, or other critical 375 
factors of the operation shall be under the operating supervision of a person who 376 
has attended a school approved by the Commissioner for giving instruction in food-377 
handling techniques, food protection principles, personal hygiene, plant sanitation 378 
practices, pH controls, and critical factors in acidification, and who has satisfactorily 379 
completed the prescribed course of instruction. 380 
 381 
 ACID FOOD 382 
A food that has a natural pH of 4.6 or below. 383 
 384 
ACIDIFIED FOOD 385 
A low-acid food to which acid(s) or acid food(s) are added and which has a finished 386 
equilibrium pH of 4.6 or below and a water activity (aw) greater than 0.85. 387 
 388 
FERMENTED FOOD 389 
A food preserved by the growth of acid-producing microorganisms in the food which 390 
lowers the pH to 4.6 or less. 391 

LOW-ACID FOOD 392 
Any food (other than alcoholic beverages) with a finished equilibrium pH greater than 393 
4.6 and a water activity greater than 0.85, excluding tomatoes and tomato products 394 
having a finished equilibrium pH less than 4.7. 395 

Issued New July 18, 2005 396 

 397 

 398 
 399 
 400 
 401 
 402 
 403 
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 404 
FIELD OPERATIONS MANUAL 405 

 406 
PROCEDURE IV-01 407 

REVISED 408 
 409 

VDACS SAMPLING PROGRAM 410 
 411 
Currently, our program consists of three (3) directed sampling “schedules”  as well as an overall 412 
monthly quota of samples that must be collected.  Schedule I and II are tied into the FDA-413 
VDACS Pesticide Partnership.  Schedule III is our in-house monthly retail pesticide and 414 
aflatoxin sampling program. 415 
 416 
Under the partnership, FDA and VDACS agree to jointly collect and analyze food commodities 417 
grown in the State of Virginia. Samples of food products, including fruits, vegetables, and other 418 
products will be collected by VDACS and analyzed by FDA to: 419 
• determine if they contain unacceptable levels of pesticides and/or industrial chemicals; 420 
• prevent or reduce the likelihood of violative products reaching the consumer; 421 
• more efficiently use both agencies’  resources. 422 
 423 

Schedule I Sampling Plan 424 

 425 
Under this plan, FDA determines the products to be sampled by VDACS.  Each year a sampling 426 
sheet will be issued to those Food Safety Specialists requested to collect a sample under this 427 
plan.  The sheet will indicate the products to be collected during the specified quarter, the sample 428 
size, and the number of samples of each product to be collected.   429 
 430 
The following sampling guidelines are to be followed: 431 
 432 

• All samples must be collected from lots of products grown and/or harvested in Virginia. Fish 433 
samples must come from lots of fish caught in Virginia waters or off the coast of Virginia. 434 

 435 
• These samples are to be collected from growers, packing sheds, or wholesalers.  Do not 436 

collect these samples at the retail level. 437 
 438 

• The original copy of the VDACS sample collection report must accompany the sample 439 
during shipment to FDA’s Atlanta laboratory. 440 

 441 
• A “ F”  needs to be placed after  the sample number  to indicate that the sample is being 442 

analyzed by the FDA laboratory.   443 
 444 

• Samples must be sealed with VDACS official seals to ensure sample integrity.   445 
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 446 
• Include in the customer notes section of the collection report that the sample was collected 447 

for FDA (ie: schedule I sample) by VDACS. 448 
 449 

• A 7-digit product code (refer to the FDA product code builder on your laptop computer) 450 
must be placed on the VDACS sample collection report.  Place this code on the 451 
COMMODITY line along with the actual name of the product.   452 

 453 
• FDA has supplied us with GARBAX bags to be used in the packing and shipping of the 454 

samples. Samples should not be placed in plastic bags.  When dry ice or ice packs are used, 455 
they should be placed on the exterior of the GARBAX bag, not in direct contact with the 456 
sampled product.  457 

 458 
• These samples are to be shipped by Fed Ex--Standard Overnight to the FDA Atlanta 459 

laboratory.  The laboratory address is: FDA, Southeast Regional Lab, 60 Eighth 460 
Street N.E., Atlanta, Georgia 30309.  Samples should be shipped the day they 461 
are collected or no later than the next day. 462 

 463 
• Samples can be shipped on Monday-Thursday.  Samples should not be shipped on Friday 464 

unless previous arrangements have been made. 465 
 466 

• When VDACS mailing coolers and/or ice packs are used for shipping samples, be sure to 467 
include a return address so FDA can return them to the appropriate inspector.   468 

 469 
• FDA will pay the transportation costs for the shipment of samples collected under this 470 

plan (i.e. FED EX shipping bills will be provided to the Food Safety Specialists).  In 471 
Block 7 (Payment) of the shipping bill be sure to check the block SENDER.  472 

 473 
• It will be necessary to notify FDA’s Baltimore District Office (Attn: Jackie Johnson) the day 474 

the sample was collected.  FDA requires a copy of the completed sample collection report 475 
before the sample can be analyzed.  This can be done by either e-mail or fax:    476 

 477 
FAX NUMBER  410.779.5705 478 
E-MAIL   JJOHNSO2@ORA.FDA.GOV 479 
PHONE  410.779.5450 480 

 481 
• Once the inspector’s assignment has been completed, he/she should e-mail the Pesticide 482 

Program Coordinator with the pertinent information (i.e. commodity collected, sample 483 
number, date collected, and establishment where the sample was collected).   Discuss 484 
with your respective Regional Manager to determine if they desire a copy of this 485 
sampling information.   486 

 487 
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Schedule II Sampling Plan 488 

 489 
The significant difference between the Schedule I and Schedule II plans is that under this plan 490 
the commodities sampled are determined by VDACS.  In addition, sample sizes are smaller and 491 
acceptable sampling locations include retail food stores.  As with the Schedule I plan, sampling 492 
assignments will be determined and forwarded to the responsible inspectors.    493 
 494 
 495 
The following sampling guidelines are to be followed: 496 
 497 

• All samples must be Virginia grown/harvested commodities.  I t is acceptable to collect 498 
these samples at the retail level.  NOTE:  Samples do not need to be collected and 499 
shipped in the GARBAX bags, regular poly bags will suffice. 500 

 501 
• Minimum sample size is 5 lbs.   502 

 503 
• A “ F”  needs to be placed after  the sample number  to indicate that the sample is being 504 

analyzed by the FDA laboratory.   505 
 506 

• A 7-digit product code must be placed on the VDACS sample collection report.  Place this 507 
code on the COMMODITY line along with the actual name of the product.   508 

 509 
• Indicate in the customer notes section of the sample collection report that the sample 510 

being collected is for VDACS (ie: a schedule II sample). 511 
 512 

• These samples are to be shipped by UPS-Ground (regular service…not the overnight 513 
option) to the FDA Atlanta laboratory.  The laboratory address is: FDA, Southeast 514 
Regional Lab, 60 Eighth Street N.E., Atlanta, Georgia 30309.  VDACS will pay the 515 
transportation costs for the shipment of samples collected under this plan.   516 

 517 
• Notify FDA’s Baltimore District Office (Attn: Jackie Johnson) the day the sample was 518 

collected.  FDA requires a copy of the completed sample collection report before the sample 519 
can be analyzed.  The can be done by either e-mail or fax:    520 

 521 
FAX NUMBER 410.779.5705 522 
E-MAIL  JJOHNSO2@ORA.FDA.GOV 523 
PHONE 410.779.5450 524 

 525 
• Once the Inspector’s assignment is completed, the Food Safety Specialist should e-mail 526 

the Pesticide Program Coordinator with the pertinent sampling information, as previously 527 
described in the Schedule I Sampling Plan.  Discuss with your respective Regional 528 
Manager if they desire a copy of this sampling information. 529 

 530 
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Schedule III Sampling Plan 531 

 532 
• Under this sampling plan, Food Safety Specialists collect aflatoxin and pesticide residue 533 

samples from retail establishments in their territory.  A sampling schedule is developed 534 
for each region indicating what samples (residue or aflatoxin) should be collected for a 535 
particular month.  On a quarterly basis, inspectors are to submit to the Pesticide Program 536 
Coordinator pertinent information relating to the samples collected.  As stated previously, 537 
Inspectors should discuss with their respective Regional Manager whether they desire a 538 
copy of this sampling information.  Consolidated Laboratories analyzes samples collected 539 
under this plan. 540 

 541 
Please note the following information regarding product sampling for aflatoxin and pesticide 542 
residue analysis:  543 
 544 

• In the United States, aflatoxin is pr imar ily found in corn, ground corn products (such 545 
as cornmeal or  cer tain cereals) and peanut products.   546 

 547 
• It can occur in figs and other dried fruit as well as tree nuts (almonds, pecans, walnuts, 548 

pistachios, brazil nuts---the holiday season may be the perfect opportunity to sample 549 
loose whole/shelled nuts of this variety). 550 

 551 
• Ground nut products such as peanut butter, almond butter, etc. (particularly imported or 552 

off-brand items) present good sampling opportunities. 553 
 554 

• Imported food products may carry higher risks in that sanitation standards in some 555 
countries are not as high as in this country. The climate in Africa, Asia, and Latin 556 
America is most conducive to aflatoxin contamination. Nuts and chili paste are potential 557 
sources of aflatoxin.   558 

 559 
• Aflatoxin typically is not found in small grain products such as wheat, oats, and rice.   560 

 561 
• Generally speaking, name brand products (such as Hershey’s) have on-site aflatoxin 562 

testing and the chance of finding a problem is rare.   563 
 564 
 565 

• The following fruits and vegetables are more likely to contain pesticide residue: 566 
 567 

Apples, Bell Peppers, Celery, Cherries, Grapes (imported), Nectarines, Peaches, Pears, 568 
Potatoes, Red Raspberries, Spinach, and Strawberries.   569 

�570 
 571 
 572 
 573 
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Monthly quota 574 
 575 
In addition to meeting Schedule I, II and III requirements, Food Safety Specialists need to be 576 
aware of their overall sampling proficiency.  To ensure that a minimal number of samples are 577 
being collected each month a quota system was developed.   578 
 579 
At the beginning of each fiscal year Inspectors will be provided information regarding the 580 
sampling quota.  Generally speaking, schedule III aflatoxin samples count toward your monthly 581 
quota but schedule I, II and III pesticide residue samples do not count.  Also, the sampling quota 582 
can vary throughout the year as available funds are budgeted against expected expenditures.     583 
When trying to meet your monthly sampling requirement, please ensure that the samples you are 584 
taking are valid samples that relate to complaints or to the inspectional process.  Keep valid 585 
sampling opportunities in the back of your mind while conducting inspections, instead of just 586 
stopping by a firm to take an arbitrary sample.   587 
 588 

Sampling Guidance 589 
 590 
In an effort to increase the effectiveness of the VDACS Sampling Program, the following 591 
guidance is being presented to you.  The goal of the VDACS Sampling Program is to not only 592 
routinely survey foods for pesticide and aflatoxin residues, but it is also to effectively monitor 593 
the safety of the food being manufactured and sold in Virginia.  Please read the guidance below 594 
on how to successfully achieve this goal.   595 
 596 
Suggested Sampling Opportunities— 597 
 598 
Acidified Foods:  Sample for pH.  Again, this is a safety control used in acidified foods such as 599 
certain salsas, barbeque sauces, pickles, salad dressings, sushi rice, etc.  We should be 600 
monitoring these products to ensure that the controls are in fact in place to ensure the safety of 601 
these products.   602 
 603 
Apple Butter :  Sample for copper levels.  If you have apple butter processors who use copper 604 
kettles to make their product, it may be a good idea to sample for the level of copper in the 605 
product since there has been some concern about copper leaching out of the kettles and into the 606 
product. 607 
 608 
Baked Goods:  Sample for filth.  Good opportunities include bakery departments or operations 609 
that haven’ t been practicing good GMPs or home-ops where the owner has pets.  Custard and 610 
cream filled baked goods could be sampled for Salmonella, Staphylococcus, and E. coli, 611 
particularly due to the possibility of post-bake contamination.   612 
 613 
Impor ted Soft Cheeses:  Sample for Staphylococcus contamination.  This has been a concern 614 
and a problem with imported soft cheeses in the past.   615 
 616 
Jerky:  Sample for moisture protein ratio.  Again, the moisture to protein ratio in jerky is the 617 



193 

controlling factor for the safety of this product.  Sampling opportunities may present themselves 618 
at jerky processors or retail stores where you notice a locally made product that perhaps isn’ t 619 
being made at a large commercial manufacturing facility. 620 
 621 
Lean Ground Beef:  Sample for fat content.  It doesn’ t hurt to verify what the label is claiming 622 
with regards to fat content, especially in this day and age where people are very aware of the fat 623 
content of their foods. 624 
 625 
Salted Fish:  Sample for % water phase salt.  If you find a salted fish product in a retail store, 626 
particularly ethnic food stores, that you find to be suspicious or if you have a salted fish 627 
processor, it would be a good opportunity to take a sample for percent water phase salt, since this 628 
is what is controlling the pathogen growth in this product.  Nitrites can also be sampled for in 629 
vacuum packed smoked fish.   630 
 631 
Spices, Coffee, and Tea:  If you have a spice, tea, or coffee manufacturer, it may be a good idea 632 
to sample some of their products for filth.  While a certain level of filth is acceptable in most of 633 
these products, it is still a good practice to monitor their level of contamination. 634 
 635 
Standards:  Sample tomatoes for standards.  Other commodities will hopefully be available in 636 
the near future. 637 
 638 
Sulfites:  Sample dried fruit, fruit and nut mixes, fresh shrimp, imported canned goods, and salad 639 
bar items for undeclared sulfites. 640 
 641 
Unrefr igerated PHF:  Sample for pH and Aw.  Many times home-ops will be manufacturing 642 
various icings or filled baked goods that could be potentially hazardous.  Such products present a 643 
good opportunity to sample the product for pH and Aw when the home-op is not indicating that 644 
they are refrigerating the product.  The same holds true for focaccia and cheese breads found at 645 
room temperature in retail food stores, where the store does not have documentation supporting 646 
that the bread can be held at room temperature.  Also, many times ethnic food stores will offer 647 
PHFs for sale at room temperature because that is the way those products are typically consumed 648 
within a particular culture.  If the firm is not using time as a method of control or says that they 649 
don’ t refrigerate the products because that’s the way the customers like them, then this presents a 650 
good opportunity to sample the product for pH and Aw. 651 
 652 
 653 
 654 
 655 
 656 
 657 
Revised November 2004 658 
 659 
 660 
 661 
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FIELD OPERATIONS MANUAL 662 
 663 

Procedure IV-02 664 
Revised 665 

 666 
 667 
 668 
Identification and Preparation of Samples 669 
 670 
 671 
Identify the sample by writing on the food container with a waterproof marker the sample 672 
number, date collected, and the Food Safety Specialist's initials. (When subsamples are taken, all 673 
portions of each subsample will be identified with the same letter of the alphabet to keep the 674 
subsamples separated). 675 
 676 
Avoid writing over or obscuring any of the pertinent wording on a labeled product (ie: name of 677 
the product, ingredient statement,…). Apply the official seal identified with the same sample 678 
number, date, and Food Safety Specialist's initials over the package opening. If a package has 679 
more than one possible opening, all openings must be sealed. Every sample collected, except for 680 
hermetically sealed cans, requires the use of a seal.  Canned food samples only need to be 681 
properly identified.  682 
 683 
All samples should be submitted to the lab in poly bags. The office carries two (2) sizes of poly 684 
sample bags to accommodate most all sample sizes.     685 
�686 
�687 
NOTE:  It is acceptable to write on the poly bag the necessary identifying information (ie: 688 
sample number, date collected and Inspector’s initials) in lieu of identifying each enclosed 689 
package.  A seal would be placed around/over the bag opening.  Helpful hint, write the 690 
identifying information on the poly bag when it is empty.  It is difficult to get a smooth surface 691 
with food already in the bag.    692 
 693 
 694 
We must, by law, offer  the vendor  a por tion of the sample we collect.  Samples can be 695 
collected in 1, 2 or 3 “parts” .   696 
 697 
• Samples collected in 1 par t---These are routine samples where the vendor does not desire a 698 

portion of the sample.  All packages that comprise the sample are submitted by the Food 699 
Safety Specialist for analysis. 700 

 701 
• Samples collected in 2 par ts—These are routine samples where the vendor desires a portion 702 

of the sample.  The Food Safety Specialist leaves a portion of the total number of packages 703 
collected (sampled) with the firm. The number of packages left with the vendor does not 704 
have to be equal to the number of packages sent to the lab.  In some cases the vendor may 705 
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desire a like amount, in other situations, one (1) unit may suffice.  Remember to check the 706 
appropriate box on the Inspection Report as to whether the vendor desired a portion of the 707 
sample. 708 

 709 
• Samples collected in 3 par ts (i.e. Commissioner ’s Reserve)— In this situation, in addition 710 

to the lab and vendor receiving a portion of the sample a 3rd portion is collected and sent to 711 
the lab, designated as a Commissioner’s Reserve.   712 

 713 
A Commissioner’s Reserve must be taken on all official samples collected for which 714 
regulatory action is possible/anticipated (i.e. we intend to prosecute based on its result).   715 
This would generally (but not always) apply to samples collected as a follow-up subsequent 716 
to a Letter of Warning.  See FOM IV-10, Sampling in Support of Regulatory Action for 717 
additional information. 718 
 719 
Commissioner’s Reserve samples must be collected in 3 equal parts.  In other words, if you 720 
collect 3 cans for lab analysis, you need to collect 3 cans for the vendor’s portion and 3 cans 721 
for the Commissioner’s Reserve.   722 

 723 
Indicate in the “Customer Notes”  section of the Sample Collection Report that the sample 724 
contains a Commissioner’s Reserve portion. 725 

 726 
 727 
 728 
 729 
 730 
 731 
 732 
 733 
 734 
 735 
 736 
 737 
 738 
 739 
 740 
 741 
 742 
Revised November 2004 743 
 744 
  745 
 746 
 747 
 748 
 749 
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FIELD OPERATIONS MANUAL 750 
 751 

 752 
 753 

PROCEDURE IV-03 754 
For mer l y 033 755 

 756 
 757 
WATER SAMPLI NG 758 
 759 
 760 
The f ol l owi ng pr ocedur e wi l l  be used i n t he col l ect i on of  wat er  761 
sampl es f r om pr i vat e wat er  suppl i es:  762 
 763 
 764 
1.  One sampl e ever y t wo ( 2)  year s wi l l  be col l ect ed f r om f i r ms 765 

wi t h pr i vat e wat er  suppl i es af t er  a hi st or y of  good sampl es,  766 
i . e.  t hr ee ( 3)  consecut i ve “ NAI ”  sampl es ( over  a per i od of  767 
t hr ee ( 3)  year s) .  768 

 769 
2.  Once i t  has been est abl i shed t hat  t he f i r m i s oper at i ng wi t h a 770 

pot abl e wat er  suppl y t he f i r m may have t he opt i on of  pr ovi di ng 771 
an annual  pr i vat e l abor at or y anal ysi s t hat  ver i f i es t he 772 
cont i nui ng pot abi l i t y  of  t hei r  wat er  suppl y.  773 

 774 
3.  I f  t he anal ysi s of  a wat er  sampl e i s posi t i ve ( +)  f or  col i f or m 775 

and negat i ve ( - )  f or  f ecal  use t he f ol l owi ng pr ocedur e:  776 
 777 

a.  An i nf or mat i onal  l et t er  wi l l  be sent  t o t he f i r m f r om t he 778 
of f i ce and t he f i r m wi l l  be r eschedul ed f or  and 779 
i nspect i on and a f ol l ow- up wat er  sampl e i n 4 mont hs.  780 

 781 
b.  I f  t he 4 mont h f ol l ow- up wat er  sampl e i s NAI  t hen t he 782 

f i r m wi l l  be pl aced on a year l y sampl i ng schedul e.  783 
 784 

c.  I f  t he 4 mont h f ol l ow- up wat er  sampl e i s vi ol at i ve t hen a 785 
2nd i nf or mat i onal  l et t er  wi l l  be sent  and t he f i r m wi l l  786 
be r eschedul ed f or  an i nspect i on and a f ol l ow- up wat er  787 
sampl e i n 4 mont hs.  788 

 789 
d.  I f  t he 2nd f ol l ow- up wat er  sampl e i s NAI  t hen t he f i r m 790 

wi l l  be pl aced on a year l y wat er  sampl i ng schedul e.  791 
 792 

e.  I f  t he 2nd f ol l ow- up ( 3r d sampl e)  i s v i ol at i ve a l et t er  793 
wi l l  be sent  t o t he f i r m st at i ng t hat  t hey must  794 
di scont i nue t he f ood pr ocessi ng.  795 

 796 
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 797 
4.  I f  t he anal ysi s of  a wat er  sampl e i s posi t i ve ( +)  f or  col i f or m 798 

and posi t i ve ( +)  f or  f ecal  use t he f ol l owi ng pr ocedur e:  799 
 800 

a.  An i nf or mat i onal  l et t er  wi l l  be sent  t o t he f i r m f r om t he 801 
of f i ce.   Ret ur n t o t he f i r m wi t hi n 30 wor ki ng days t o do 802 
a f ol l ow- up sampl e.  803 

 804 
b.  I f  t he f ol l ow- up sampl e anal ysi s i s agai n ( +)  col i f or m 805 

and ( +)  f ecal  t hen r epeat  3a.  806 
 807 

c.  I f  t he 2nd f ol l ow- up ( 3r d sampl e)  i s adul t er at ed t hen a 808 
l et t er  wi l l  be sent  t o t he f i r m t o di scont i nue t he f ood 809 
pr ocessi ng.  810 

 811 
 812 
 813 
 814 
 815 
 816 
 817 
 818 
 819 
 820 
 821 
 822 
 823 
 824 
 825 
Mar ch 3,  2000 826 
 827 
 828 
 829 
 830 
 831 
 832 
 833 
 834 
 835 
 836 
 837 
 838 
 839 
 840 
 841 
 842 
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FIELD OPERATIONS MANUAL 843 
 844 
 845 
 846 

PROCEDURE IV-04 847 
Formerly 019 848 

 849 
 850 

Sampling Procedures for Possible Rodent and Insect Defiled Foods 851 
 852 
 853 
Possible Rodent Infestation 854 
 855 
Hantavirus is a virus that is shed in saliva, urine and feces of rodents and is transmitted to 856 
humans primarily via aerosols produced when the animals sneeze or when contaminated 857 
dust particles are stirred up. Hantaviruses can present some or all of the following 858 
symptoms: fever, headache, muscle aches, nausea & vomiting, chills, dry cough, and 859 
shortness of breath.  Therefore, the following precautions should be taken when collecting 860 
evidence involving rodent defiled products: 861 
 862 

1. Minimize or eliminate direct contact when collecting these samples. 863 
2.   Wear disposable gloves and wash hands thoroughly after removing the gloves. 864 
3. Clearly indicate on the collection report that the product is rodent defiled. 865 
 866 

When sampling foods that have been rodent gnawed, may have been contaminated by 867 
rodent feces, urine, or filth, or that may even contain live or dead rodents, it is important 868 
to seal the product(s) being sampled in two poly sample bags.  This helps to ensure 869 
that potential evidence is not lost during handling and transport between the sample site 870 
and arriving at DCLS. 871 
 872 
Finally, inspectors need to minimize their exposure time when working in closed, confined 873 
spaces (i.e. a crawl space, etc.) that are rodent infested.   874 

 875 
 876 
Possible Insect Infestation 877 
 878 
When sampling foods that may be contaminated with insect filth, frass, live or dead 879 
insects, or insect drill holes, it is important to seal the product in at least one poly 880 
sample bag.  This helps to ensure that potential evidence is not lost during handling and 881 
transport between the sample site and arriving at DCLS.  882 
 883 
 884 
 885 
Revised November 2004 886 
 887 
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 890 
PROCEDURE I V- 05 891 

For mer l y 016 892 
 893 
SUB- SAMPLI NG 894 
 895 
Sub- sampl i ng i s t he met hod by whi ch we can sampl e a l ar ge l ot  and 896 
have a congr uent  sampl e al l  under  one col l ect i on number .  897 
 898 
The i nst ances wher e we can use t hi s t echni que ar e:  899 
 900 
( 1)  When we ar e t aki ng a r epr esent at i ve sampl e f r om a l ar ge l ot  of  901 

t he same code and we must  sampl e sever al  cont ai ner s.   Exampl es 902 
woul d be t aki ng a sampl e f r om a l ar ge l ot  of  canned t omat oes 903 
or  t aki ng a sampl e f r om a l ar ge number  of  25 pound bags of  904 
f l our .  905 

 906 
( 2)  When we ar e t aki ng a sampl e f r om a pr oduct i on l i ne at  var yi ng 907 

t i me i nt er val s t o obt ai n a r epr esent at i ve sampl e of  a cer t ai n 908 
bat ch or  pr oduct i on r un.   Exampl es woul d be t aki ng a sampl e at  909 
10 mi nut e i nt er val s f r om a sof t  dr i nk bot t l i ng l i ne or  t aki ng 910 
a 2 pound sampl e of  f l our  f r om t he baggi ng chut e ever y 15 911 
mi nut es dur i ng a bat ch r un at  a f l our  mi l l .  912 

 913 
When i dent i f y i ng t he sub- sampl es,  use t he sampl e number  and t hen 914 
t he appr opr i at e l et t er  of  t he al phabet .   For  exampl e,  say t hat  we 915 
wer e sampl i ng col a dr i nks at  t i me i nt er val s f r om t he pr oduct i on 916 
l i ne.   The sampl e i s t o be t aken i n t hr ee par t s.   The f i r st  t hr ee 917 
bot t l es t aken of f  t he l i ne woul d be mar ked as sampl e #31234 A,  t en 918 
mi nut es l at er ,  t he next  t hr ee bot t l es t aken woul d be mar ked sampl e 919 
#31234 B,  t en mi nut es l at er ,  t he next  t hr ee bot t l es t aken woul d be 920 
mar ked sampl e #31234 C and so on unt i l  a r epr esent at i ve sampl e was 921 
col l ect ed.   The same pr ocedur e woul d appl y when sampl i ng a l ar ge 922 
l ot  of  canned f oods i n cases.   At  r andom,  t hr oughout  t he l ot ,  923 
sel ect  cer t ai n cases f r om whi ch t o pul l  t he sampl e.  The f i r st  cans 924 
sel ect ed f r om a case woul d be i dent i f i ed wi t h t he sampl e number  and 925 
t he sub- sampl e desi gnat i on A,  t he cans sel ect ed f r om t he second 926 
case woul d be i dent i f i ed wi t h t he sampl e number  and t he sub- sampl e 927 
desi gnat i on B.  The sub- sampl es woul d pr oceed sequent i al l y  unt i l  a 928 
r epr esent at i ve sampl e was obt ai ned.  Compl et el y document  your  sub-929 
sampl i ng wi t h al l  per t i nent  i nf or mat i on on t he col l ect i on r epor t .  930 
 931 
Sub- sampl i ng can be a usef ul  t echni que when used appr opr i at el y.  932 
However ,  t her e ar e a number  of  i nst ances wher e we woul d not  want  t o 933 
use t hi s t echni que:  934 
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 935 
( 1)  When sampl i ng a number  of  di f f er ent  pr oduct s whi ch may have 936 

been r odent  or  i nsect  def i l ed because of  a cur r ent  pr obl em i n 937 
t he est abl i shment .  938 

 939 
( 2)  When sampl i ng di f f er ent  codes of  t he same pr oduct .  940 
 941 
( 3)  When t aki ng sampl es of  a compounded pr oduct  dur i ng di f f er ent  942 

st ages of  i t s  manuf act ur e.   For  exampl e,  say we wer e 943 
col l ect i ng sampl es of  br eaded shr i mp dur i ng i t s manuf act ur e.   944 
We woul d not  i ncl ude t he r aw i ngr edi ent s,  t he shr i mp,  t he 945 
bat t er ,  t he shr i mp dur i ng di f f er ent  st ages of  br eadi ng,  and 946 
t he f i nal  pr oduct  al l  under  one sampl e number .   We woul d use 947 
di f f er ent  sampl e number s f or  t he di f f er ent  st ages of  948 
pr oduct i on and t he di f f er ent  i ngr edi ent s used.  949 

 950 
I n al l  of  t he above i nst ances,  separ at e sampl e number s and 951 
col l ect i on r epor t s i s t he best  met hod.  952 
 953 
 954 
 955 
 956 
Revi sed Jul y 99 957 
 958 
 959 
 960 
 961 
 962 
 963 
 964 
 965 
 966 
 967 
 968 
 969 
 970 
 971 
 972 
 973 
 974 
 975 
 976 
 977 
 978 
 979 
 980 
 981 
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For mer l y 014 985 

 986 
FOLLOWI NG- UP ADULTERATED SAMPLES 987 
 988 
When you r ecei ve a copy of  a l et t er  advi s i ng a f i r m t hat  a sampl e 989 
you col l ect ed was adul t er at ed,  you shoul d r et ur n t o t he f i r m wi t hi n 990 
t en wor ki ng days f r om r ecei pt  of  t he l et t er  of  war ni ng ( LOW)  and/ or  991 
sampl e r esul t s and t ake t he f ol l owi ng act i on agai nst  any r emai ni ng 992 
pr oduct  f r om t hat  l ot :  993 
 994 
1)  I f  t he pr oduct  was adul t er at ed,  ask t he f i r m t o vol unt ar i l y  

dest r oy or  denat ur e t he r emai ni ng pr oduct  f r om t he l ot  you 
sampl ed.   I f  t he f i r m r ef uses t o vol unt ar i l y  dest r oy or  
denat ur e t he pr oduct ,  pl ace t he pr oduct  under  sei zur e.  

 
     The above act i on assume t hat  t her e wi l l  be some of  t he pr oduct  

r emai ni ng when you r et ur n t o t he f i r m.   Thi s wi l l  not  al ways be t he 
case,  but ,  even i f  none of  t he vi ol at i ve pr oduct  r emai ns,  you wi l l  
s t i l l  have a j ob t o do when you r et ur n t o t he f i r m.  

 
     Whet her  or  not  t he f i r m has any r emai ni ng vi ol at i ve pr oduct  when 

you r et ur n,  you shoul d at t empt  t o col l ect  a f ol l ow- up sampl e of  t he 
same pr oduct  f r om a di f f er ent  l ot .   On your  col l ect i on r epor t  you 
shoul d st at e t hat  t he sampl e i s a f ol l ow- up and t hat  t he pr evi ous 
sampl e r eveal ed              .  ( Fi l l i ng i n t he bl ank wi t h what ever  
t he pr obl em was bef or e. )  

 
     You shoul d not  sei ze ot her  l ot s of  t he pr oduct ,  unl ess you ar e 

di r ect ed t o do so by t he Food Saf et y Of f i ce.  
 
     NOTE:  THI S PROCEDURE DOES NOT APPLY TO WATER SAMPLES 
 
      
 
 
 
     Revi sed Jul y 99 
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PROCEDURE IV-07 
Revised 

 
COMPLAINT SAMPLING 
 
Whenever you are collecting an official sample as the result of a consumer complaint, 
be sure to include the following information in the "Customer Notes" section of the 
collection report: 
 
1) The complainant's name. 
2) A brief explanation of the problem the complainant encountered. 
3) Any pertinent information that would be beneficial to the laboratory analyst.    
 

 
CONSUMER REPLIES 
 
Complainants who want to be notified of sample results need to submit a written request 
to the appropriate regional office.   Inspectors should not volunteer sample results but 
direct them to write a brief letter requesting the results of their complaint investigation 
and any samples that were collected. 
 
 
Revised November 2004. 
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PROCEDURE IV-08 

Formerly 007 
 
SAMPLING PROCEDURE GUIDELINES 
 

The below information supercedes the subject in the Inspector’s Manual. 
 
There is no question that sampling is an extremely important aspect of the Food Safety 
Program. An explanation of terms is necessary so that our Food Safety Specialist better 
understand the requirements.  Common sense and circumstances will, of course, 
dictate variations of the below information.  Every condition can not be covered and is 
not intended to be a substitute for the individual Food Safety Specialist’s sound 
judgment. 
 

The minimal sample size is the amount of product that the lab desires for a 
specific analysis.  A smaller sample size is acceptable, if that is all that is 
available.     

 
A representative sample size is what is generally desired to adequately 
document, for legal purposes, a specific condition or adulteration.  A larger or 
even smaller sample size may, again, be dictated by common sense and 
circumstances.  The minimal sample size is not necessarily a representative 
sample.      

 
Further questions regarding sampling and/or sample size should be directed to your 
Regional Manager or Field Supervisor.   
 

SAMPLING GUIDELINE TABLE 
 
Commonly sampled commodities, codes, and the recommended minimal sample 
sizes used in the sampling program are listed below.  Samples involving less 
than the minimum amount, can still be submitted when that it is all that is 
available.  A more detailed list is in your laboratory analysis catalog. The minimal 
sample size is NOT necessarily a representative sample. 
 
Any sample collected for analysis should be REPRESENTATIVE of the available lot 
size of the product being analyzed.   Generally speaking, a REPRESENTATIVE sample 
size is as follows: 
 
 RETAIL: The square root of the available lot, NOT TO EXCEED 5 units. 

MANUFACTURERS: The square root of the available lot, NOT TO EXCEED 24 
units. 

 
A “calculator” is available on your computer and the icon is located on the task bar.  
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A food product collected for multiple analysis, must be in separate units, e.g. 
ground beef for filth, fat, and bacteria, must be in three (3) separate units 
(packages).  The laboratory will not share a unit/package for separate analysis.  
 
The VIRGINIA FOOD LAWS also contain information regarding sampling and each 
Food Safety Specialist must be knowledgeable of those requirements.  
 

ANALYSIS  
PRODUCT 

CODE 
226 

MIMINIAL 
SAMPLE 

SIZE 
CONTAINER NOTES 

0157 H7 in Foods 
74 
XMECOLIH
7 

1 pound Packaging as 
sold  

Adulteration 
confirmation 

101 FC 
CONF 1 pound Packaging as 

sold 
Includes tampering and 
SERVICE SAMPLES 

Aflatoxin Screen 
(CHARM) 

115 
FLAFYAGIA 

10 - 
Whole 
grains;  1 
pound for 
ground 
grains 

Packaging as 
sold All routine aflatoxin samples 

Analysis 
undetermined.  
Used when the 
lab will assist to 
determine what 
analysis will be 
done. 

72 FCCALL   

PRIOR APPROVAL 
REQUIRED.  Call your 
Regional Manager or Field 
Supervisor. 

Authenticity - 
Honey 

52 
FCAUHON 

16 
ounces 

Packaging as 
sold   

Bacterial - Soft 
drinks 

57 
XMSOFTD
R 

12 
ounces  

Packaging as 
sold  

Bacterial - Food 56 
XMREGFD 1 pound Packaging as 

sold Routine food bacterial analysis 

Bacterial - Water, 
bottled  108 XMH2O 16 

ounces 
Packaging as 
sold Includes total plate count (TPC) 

Bacterial - Canned 
Foods 

59 
XMCANFD 

1 pound  
Can size 

Packaging as 
sold  

Excreta (rodent) - 
in foods 

100 
FCEXCRET
A 

1 pound Packaging as 
sold Rodent contamination 

Fat in meats 55 
FATMEAT 1 pound Packaging as 

sold  
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Filth -Heavy - 
foods 

24 
FCFHEAVY 1 pound Packaging as 

sold Sand, glass, metal 

Filth - Beverages 
29 
FCFBEVSO
L 

12 
ounces 

Packaging as 
sold  

Filth - Ground 
meats 

27 
FCFGDME
T 

1 pound Packaging as 
sold  

Filth - Peas, 
beans, grains, 
popcorn 

75 
FCFUNPOP 1 pound Packaging as 

sold Not for cornmeal 

Filth - Fish 35 
FCFFISH 1 pound Packaging as 

sold 
Includes parasites and canned 
seafood  

Filth - Canned 
mixed vegetables 

33 
FCFCNVEG 1 pound Packaging as 

sold  

Filth - Canned 
leafy vegetables 

85 
FCFLEVEG 1 pound  Packaging as 

sold Frozen vegetables included 

Filth - Ice 45 FCFICE 5 - 8 
pounds 

Packaging as 
sold Must be kept frozen - use dry ice 

Filth - Baked 
goods 

25 
FCFBAKGD 1 pound Packaging as 

sold  

Histamine - foods 17 FCHIST 

1 pound 
Minimum 
of 100 G 
(~4 
ounces) 

Packaging as 
sold 

Not for shellfish.  Most likely in 
Tuna  

Organoleptic - 
Foods 

51 
FCORGAN
O 

16 
ounces 

Packaging as 
sold 

May also include service 
samples 

Pesticide - fruits & 
vegetables 

1 
PRFRVEG 500 g Not 

applicable  

Pesticide - Fish 2 PRFISH 500 g Packaging as 
sold  

pH in Foods 98 FCFPH 1 pound Packaging as 
sold  

pH & Aw in foods 23 
FCPHAW 1 pound Packaging as 

sold  

Species - Meats 
20 
FCSPECIE
S 

1 pound Packaging as 
sold  

Water - Coliform 
116 
MWACOLIP
A 

100 ml DCLS bottle Routine well water samples 
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Priorities: 
 

CODE NUMBER NOTES COMMENTS 

 7 Normal priority Routine  

6 Move ahead of other routines Prior approval required * 

5 Move ahead of all others Prior approval required * 

4 Seven (7) day turn around Prior approval required * 

1 Emergency code Prior approval mandatory *  

 
*Prior approval required from your Regional Manager or Field Supervisor.  Code 
number 1 will only be used when directed by the Regional Manager or the 
Central Office in Richmond.   

 
DCLS Contact Information:  Main number (804) 648-4480 
 
Address: 600 N. 5th Street, Richmond, VA 23219 
 

Contact Name or Lab Extension(s) 
Debbie Paul 310 
Ann Munson 280 
Janet Pruitt 268 or 312 
Mike Bucker 309 or 315 
Food Chemistry Lab 311, 312, 313 
Milk & Water Micro Lab 265, 266, 267 
Feed, Fertilizer, Limestone Lab 314, 315, 316, 317 
Food Micro Lab 286 or 288 
 
Revised July 2003 
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FIELD OPERATIONS MANUAL 

 
PROCEDURE IV-09 

For mer l y 006 
 

DOCUMENTI NG THE SEALI NG OF A SAMPLE 
 
Sect i on 3. 1- 405 of  t he Vi r gi ni a Food Laws r equi r es t hat  al l  sampl es 
be mar ked and/ or  seal ed i n t he pr esence of  at  l east  one wi t ness.  I n 
or der  t o document  t hi s,  i t  i s necessar y t hat  at  l east  one empl oyee 
of  t he f i r m you' r e col l ect i ng t he sampl e f r om act ual l y see you seal  
and/ or  mar k ( i dent i f y)  t he sampl e.  The per son si gni ng t he 
i nspect i on r epor t  must  al so i ni t i al  t he bot t om l i ne ver i f yi ng t hey 
wi t ness t he col l ect i on,  mar ki ng and seal i ng of  t he sampl e.  Thi s 
wi l l  t hen ser ve as a per manent  r ecor d of  our  havi ng compl i ed wi t h 
t he r equi r ement s of  Sect i on 3. 1- 405.  
 
ALL SAMPLES EXCEPT HERMETI CALLY SEALED CANS MUST BE OFFI CI ALLY 
SEALED AND I DENTI FI ED.  HERMETI CALLY SEALED CANS NEED ONLY BE 
OFFI CI ALLY I DENTI FI ED.  
 
 
 
 
Revi sed Jul y 99 
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Procedure IV-10 
NEW 

 
Sampling in Support of Regulatory Action 
 
Inspectors need to be cognizant of the extra requirements associated with collecting samples in 
support of regulatory action.  These samples must include a Commissioner’s Reserve portion.  
In addition, paperwork accompanying the sample to the lab must include a completed chain of 
custody form.      
 
A Commissioner’s Reserve must be taken on all official samples collected for which regulatory 
action is possible/anticipated (i.e. we intend to prosecute based on its result).   This would 
generally (but not always) apply to samples collected as a follow-up subsequent to a Letter of 
Warning.      
 
See FOM IV-02, Identification and Preparation of Samples, for details regarding the collection of 
a Commissioner’s Reserve sample.   
 
 
Please note the following:   
 
• The collection of a Commissioner’s Reserve sample does not apply to water samples from 

private water supplies. 
 
• ALL official samples of goat cheese (regardless of whether is it a follow-up) must include a 

Commissioner’s Reserve.  
 
Chain of Custody Form 
 
Anytime you are collecting samples that may result in regulatory action, beginning at the Field 
Hearing level, complete the chain of custody form. 
 
For example, if you are collecting samples at a firm that may lead to a Field Hearing or an 
Administrative Hearing, then you will need to complete the chain of custody form 
 
The completed form should be placed inside of the cooler on the outside of the sample bag or in 
an envelope along with the rest of the sample collection paperwork.  If you are shipping a 
cooler(s) via a courier service, such as UPS or the postal service, note on the chain of custody 
form that you are relinquishing custody of the sample(s) to the courier service.  Then, seal and 
ship the cooler(s) to the laboratory.  When the lab receives the cooler and breaks the seal, they 
will note on the form that they received the sample(s) from the courier service.   
 
NOTE:  The Chain of Custody Form can be accessed off the LAN if needed (ODF drive, Forms 
General folder, New Computer Forms for FSS folder). 
 
 
 
Issued New November 2004 
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Procedure IV-11 

New 
Preparation of Sample Collection Reports 
 
Prepare the collection report in the following manner:  
 

Regional Office: Located at the top of form, indicate 
which regional office is to receive the laboratory 
results.  In most instances this will be the regional 
office for your territory. 
 
VDACS Sample No.: The sample numbering system consists of eight numeric 
characters.  The first three characters are your FDA number and the next five 
characters consist of a series of numbers starting with 00001 and ascending 
sequentially as samples are collected. 
 
Inspector Code: The Food Safety Specialist’s FDA number. 
 
Collected By:  Name and signature of the Food Safety Specialist. 
 
Collected: Date & Military Time: The date the sample was collected.  The military time 
is only needed for water samples collected for bacterial analysis. 
 
Priority: Seven (7) is for normal priority.  Any other priority requires prior approval.  
FOM IV-8 provides a listing of the available priority codes.  
 
Commodity: The type of product collected (grain, vegetable, ground beef, etc.). 
 
Related Samples: VDACS sample numbers of any samples which are directly related; 
such as food products from the same lot or products prepared from the same lot of raw 
materials.  Also, the original sample number on follow-up samples.   
 
Catalog Numbers: The number (i.e.: code) for the test that the Food Safety Specialist 
would like run on the sample.  This number is available in the Division of Consolidated 
Laboratory Services Analytical Services Catalog.  Additionally, FOM IV-08 provides a 
listing of the most commonly requested analyses.  Since most of the tests that are used 
by the Food Safety Program begin with 226, that number is already pre-printed on the 
collection report. 
 
Name of Test: The name of the test as it is listed in the Analytical Services Catalog 
and/or FOM IV-08 (i.e.: the acronym) followed by the actual full name of the test. 
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Example: FC F BAKGD (Filth in Baked Goods)   
 
No. Of Units: The number of units that the Food Safety Specialist would like used for 
each test.  At least one unit should be collected for each test requested.  All units can 
be placed under one sample number. 
 
Example:  2 packages (units) of hamburger are collected for 2 tests—one for filth and 
one for bacteria and are submitted under one sample number.  
 
Total No. Of Units: The total number of units submitted under that sample number. 
 
Seal Intact (yes/no): This is to be filled out by Consolidated Laboratory’s Central 
Receiving. 
 
Customer Notes: Any information that would be of assistance to the chemist or the 
office in the evaluation of the sample.   For example: 

1. If a sample is taken in response to a consumer complaint, provide a brief 
description of the problem the complainant encountered and any other 
pertinent information as per FOM IV-07. 

2. If a pesticide residue sample is collected, indicate whether it is for schedule I, 
II or III. 

3. If a water sample is collected, indicate whether it is a routine sample or a 
compliance follow-up sample (be specific as to whether it is the 1st or 2nd 
follow-up sample). 

4. If it is a compliance follow-up sample, indicate the results of the previous 
sample. 

 
Identification:  All pertinent information from the label should be recorded such as; 
name of the product, name and address of the manufacturer, ingredients, net weight, 
USDA or state seals, and codes. For products with up to 7 ingredients the list of 
ingredients is to be typed. Products with more than 7 ingredients, the first few 
ingredients can be listed and then request that DCLS send the label to the food office.   
 
Example:   "Ingredients:  Sugar, milk, eggs…” and "Send label to the food office" should 
be typed in the identification section. 
 
For residue samples the list of ingredients does not have to be included in the 
identification of the product. If the product is not a labeled product, then it should be 
identified by its exact name. Ingredient statements are not necessary on labeling 
samples, simply type "Ingredients as stated on the label submitted for review."  
 
Collected From a Lot of:  Amount of product from which the sample was collected.  
 
Example: Collected from a lot of "24/100 lb. bags"  
 
Sample Consisted of: Close approximation of the amount collected. Exact amount is 
preferred. Your statement will provide information as to whether the sample was 
collected in 1, 2 or 3 parts, as explained in FOM IV-02.  For samples collected in 2 or 3 
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parts you need to indicate the disposition of the sample parts not sent for analysis.   
 
 
Examples:  
 
(1)  4/8 oz. containers taken at random from the meat display case in one part  
(2)  6/8 oz. containers taken at random from the meat display case in two parts.  One 
part (3/8 oz. containers) left with vendor. 
 
Prepared in the Following Manner:   State exactly how the sample was sealed and 
identified.  Remember it is necessary to place quotation marks around the pertinent 
identifying information (i.e.: sample number, date, and Inspector’s initials). 
 
Examples: 
  
(1)  Packaged food that was sealed & identified: 
Sample officially sealed and identified, "12345 4/10/04 A.B.C." 
 
(2)  Food placed into a bag and then sealed/identified:  
Sample placed in a poly sample bag and officially sealed and identified "12345 4/10/04 
A.B.C." 
 
(3)  Canned food item that was sampled (it is not necessary to seal canned food): 
Sample was officially identified "12345 4/10/04 A.B.C.”  
 
Delivered To:   Exact location from which the Food Safety Specialist mailed/shipped 
the sample to the laboratory. 
 
Example: U.P.S., Lynchburg 4/10/04 or Greyhound Bus Station, Lynchburg 4/10/04 
 
Delivery Date: The date the sample was mailed and/or delivered to the laboratory. 
 
Establishment Where Collected: The name and address of the establishment. 
 
Central File Number: The CFN of the firm.  
 
Distributor or Manufacturer: Name and address of the manufacturer, packer, or 
distributor of the product.  
 
Shipper and Date of Shipment: Name and address of the shipper and the exact or 
approximate date of shipping. 
 
Cost of Sample: Exact cost of the sample. The Virginia Food Law, section 3.1-417, 
requires that we offer to pay for samples. 
 
One (1) copy of the collection report is submitted along with the sample to the 
laboratory.  Another copy is submitted to the office, as part of your routine paperwork, 
for review and ‘keying’ by the clerical staff. (NOTE: Some regional offices may request 
that the office copy be submitted on yellow paper).  
Issued New November 2004 


